St Malachy’s RC Primary School
Eggington Street
Collyhurst
Manchester
M40 7RG
Tel: 0161 205 3496
www.st-malachys.manchester.sch.uk
 
The Governors at St. Malachy’s wish to appoint an Admin/Finance Administrator to join our professional and friendly team. 
The successful candidate will report directly to the School Business Manager and work closely with both the Business Manager and Head Teacher.
This position is term time only plus 1 week, 40 hours per week.  8am to 4pm Monday to Friday.
Grade 4 Scale point 7.  The starting Full Time Equivalent salary is £25,584 per annum.
The Successful candidate will:
·        Ensure administrative needs relating to whole school administration, reception and pupil services are met.  Must have good knowledge of windows and excel.
·        Undertake reception duties, greeting visitors and handling face-to-face enquiries.
·        Ensure efficient, accurate and timely communication links for parents / carers, staff and other interested parties.
· Process attendance data, liaising with staff and parents where necessary
· Support the finance department with inputting purchase orders and invoices and using a purchase card in line with the financial procedures
·        Control and monitor entry to the school including the visitor signing in system and safeguarding issues.
·        To maintain, record and update all administrative information systems and collate information to a high quality and professional standard
·        Organise school events and trips with staff and teachers ensuring efficient diary management and cost-effective procurements
·        Have strong organisational skills and attention to detail
·        Be a team player with a positive attitude
·        Respect confidentiality at all times
·        Possess good numeracy and literacy skills.  A minimum of grade C in both English and Maths or equivalent is essential.
·        Be a Roman Catholic or sympathetic to the ethos and values of the Faith
·        Have a knowledge of SIMS (a school computer system to manage staff and pupil information) would be advantageous but not essential.  
We can offer:
·        Wonderful children who are eager to learn
·        A supportive and dedicated Governing Body and staff
·        Professional development opportunities
How to Apply:
All applications must use the CES application form which is available to download from the Diocese website: http://salforddiocese.net/vacancies
Please submit your application to recruitment@st-malachys.manchester.sch.uk 
The closing date for this application is Tuesday 25th March at 9am.  If successful interviews will take place on Tuesday 1st April 2025.
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  
The post is subject to an enhanced DBS and Child Disqualification Check professional reference checks, overseas police clearances (if applicable) in line with our safeguarding policy.
Your CV must cover the last 10 years of employment history where possible and all employment breaks must be explained.
You must have legal right to work in the UK.
