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Job Description: 
Administration and Finance Officer

Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	JOB DESCRIPTION

	Job title:
	 Administration and Finance Officer


	Service:
	 Commercial Services


	Team:
	 Waverley Training Services

	Location:
	 Farnham Memorial Hall, Babbs Mead, Farnham, Surrey
 GU9 7EE


	Reporting to:
	 Data and Administration Manager


	Responsible for:
	 N/A


	OUR ORGANISATIONAL VALUES 

	Collaboration
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Description automatically generated with medium confidence]


	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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Description automatically generated with medium confidence]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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Description automatically generated with medium confidence]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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Description automatically generated with medium confidence]
	We provide professional advice and excellent service; we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.






	
Principal purpose of the role

	· The overall purpose of this role is to provide high quality administrative support including financial support and customer service to internal and external stakeholders in line with business needs.


	Main duties and accountabilities

	Administration
· A full-time role with full responsibility for supporting data, financial and administrative functions within the centre.
· To have at all times excellent attention to detail to ensure all information is accurate, submitted and stored correctly without error and in line with Data Protection and retention policies.
· To provide excellent Customer Service, providing a first point of contact for all visitors to the centre, assisting and directing enquiries, either face-to-face, telephone or email, signposting accordingly.
· To share responsibility to sign and receive parcels, documents and post.
· To support customer complaints where necessary, escalating to the appropriate persons where applicable. 
· To assist in the creation and review of internal administration processes, delivering training to staff where needed.
· To ensure the office area is always kept clear and tidy in line with Health & Safety Policy and that all equipment in communal areas is in full working order.
· To assist in maintaining physical & digital records and files.
· To assist in ensuring employer compliance records are maintained and up to date.
· Responsible for assisting with general office duties, such as scanning, posting and maintaining office supplies.
· To assist in the completion process for Apprentices: archiving files, results organising distributing certificates including e-certificates and physical copies. 
· To assist all registry requirements ensuring learner enrollment is timely, including adding Apprentices to the E-Portfolio system, registering learners for Functional Skills with Awarding Organisations (AOs), registering learners for End-Point-Assessment (EPA) and Apprenticeship Assessment Organisations (AAOs).
· To assist in emergency evacuation procedures.
· To support the delivery of internal training, coaching and mentoring for Apprentice.
· Attend meetings as required: these include the administration team, and full-team meetings: including organising and setting up invites, minute taking, and disseminating information appropriately. 
· To assist with marketing for Waverley Training Services delivering, preparing information in both print and digital formats. 
· To support the maintenance of the website and preparing information for social channels.
· Undertake necessary training for professional development and maintain CPD.

Data and Compliance
· To maintain extensive knowledge of DfE & DWP Funding Rules for all approved programs and compliance.
· To assist in maintaining accurate Individual Learner Records (ILR) within the MIS system PICS. Including processing new starts, Break in Learning’s, and leavers, recording completions.
· To assist in ensuring the alignment of funding compliance, and MIS functions are aligned and efficient. 
· To assist in conducting internal audits of learner and employer records.
· Ensure ILR data is submitted without errors on the MIS system PICS, support to resolve queries relating to data issues with ILR when raised by the Data and Administration Manager.
· Drive data innovation, using insights to inform strategic decisions to support improved learner outcomes through monthly reports, and present to senior managers. Capture destination data to support data insights reporting at 6 months and 12 months post completion.
· To assist in the maintenance of learner and employer files stored on cloud services, ensuring evidence packs are accurate and up to date, and align with DfE and DWP compliance.
· To assist in capturing feedback from internal and external stakeholders to support with continuous improvement and provide data insights in support of Ofsted and Matrix accreditation.
· To support with examinations process of booking and invigilating assessments for learners and external candidates, keeping up to date with AO and EPAO guidance & assessment regulations, and compliance with the Joint Council of Qualifications.

Financial Support
· To process invoices and purchase orders received for services provided to the setting, including inputting invoices onto internal payment system, processing payments timely and maintaining accurate records.
· To assist in raising disputes regarding payments where required.
· To raise invoices for non-levy employers as part of funding compliance for Apprenticeships, and as requested for services provided by Waverley Training Services.
· To arrange timely invoices to employers to collect employer contribution payments.
· Assist with monthly financial, budgeting and forecasting information to support the Data and Administration manager for strategic decisions.

Business Continuity
· Play a pivotal role in business continuity, and should the need arise assist in ensuring business recovery key service provision in a 24-hour window.






Safeguarding
· To support maintaining a safeguarding culture and forwarding any safeguarding enquiries on to the Deputy Designated Safeguarding Lead (DDSL) or the Designated Safeguarding Lead (DSL).

Health and Safety
· Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed, and monitored.
· To support maintaining employer compliance with H&S and ensure relevant documents are obtained annually.


	

Dimensions of the role

	The Administration and Finance Officer will play a key role in the development and delivery of services provided by the Waverley Training Services Administration department in a variety of ways:

· Processing new learner sign-ups
· Assisting with enquiries received by WTS.
· Raising and processing invoices and purchase orders, organising payments.
· Maintaining accurate physical and digital records.
· Support with internal audits of learner and employer data to meet DfE and DWP funding compliance.
· To support with capturing feedback and information to support data insights as part of continuous improvement and providing evidence in support of Ofsted inspections and Matrix accreditation.


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	The post holder is required to:
· Ensure high quality, accurate and efficient administration service at all times.
· To record, maintain and process information, enquiries and administrative systems.
· Be able to retrieve information, escalate where appropriate and ensure accurate filings of records where necessary.
· To provide excellent customer service to all our customers, ensuring high customer satisfaction.


	Planning/Organising/Controlling

	The Administration and Finance Officer will be expected to:
· Organise their own workload
· Manage a variety of tasks and projects at any one time and meet deadlines set.
· Be positive, effective and participative team member working with colleagues to balance workload and deliver excellent customer service.



	Customers and Contacts

	Internal
Senior management team, Centre Manager, Governors, Councilors, Waverley Borough Council employees and colleagues.
External
Department for Education (DfE), Awarding Organisations (AO), End Point Assessment Organisations (EPAO), Apprenticeship Assessment Organisations (AAO), Accreditation organisations, Service providers, Employers, Learners, Parents, visitors reporting to WTS offices.


	Service/Team Structure

	 
 
Joint Strategic 
Director
 
Administration 
Apprentice
 
Assistant Director  dIRECTRDirector


 
Business 
Development 
Officer
 
Centre Manager
 
Teaching 
Assistant
 
Data and 
Administration 
Manager
 
Teaching and 
Learning 
Manager
 
Administration 
and Finance 
Officer
 
Delivery team 
 




PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience
	English and Math GCSE 9-4 (A*- C) or equivalent e.g. Functional Skills L
	A/C



             
	Relevant business administration qualification or willingness to work towards one

	A/C



	
	Experience of working in an administration department
	A/I
	First aid qualification or willingness to work towards one.

	A/C


	
	
	
	Fire Warden qualification or willingness to work towards one.

	A/C


	Knowledge /Technical Skills

	Able to input data and produce reports concisely.

	A/I
	Understanding invoices/ purchase orders


	A/I



	
	Excellent IT skills including Microsoft packages.

	A/I

	Knowledge of Ofsted

	A/I


	
	
Excellent attention to detail and accuracy

	A/I

	Experience of social media use in a business environment

	A/I

	
	Knowledge of or experience in administrative practices
	      A/I

	Knowledge of or experience in facilitating exams including booking and invigilation.

	A/I


	Communication
	Excellent verbal and written communication skills with good attention to detail
	A/I



	Marketing experience
	A/I

	
	Excellent presentation skills.

	A/I

	
	

	
	Ability to communicate with people at all levels
	A/I

	
	

	
	Ability to disseminate information to managers in verbal or written form.

	A/I

	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	A/I




	


	

	
	Commitment to customer care and the provision of a customer focused, quality service.

	A/I

	
	

	
	Excellent Customer service Skills

	A/I

	
	

	
	Ability to deal with sensitive/ confidential issues and information
	A/I
	
	

	Team Working


	Proven ability to work in a team and be a team player.
	A/I
	
	

	Managing self and others

	Be a self-starter and be able to priortise what needs to be done.
	A/I

	
	

	
	Ability to work effectively with minimum supervision.

	A/I

	
	

	
	Able to manage own caseload of work and meet deadlines having to deal with conflicting priorities and multi-tasking.

	A/I

	
	

	
	Ability to work to service standards and targets.
	A/I

	
	

	Can do approach / Achieving results

	Ability to be flexible and to participate in all types of project work.
	A/I
	
	

	
	Works methodically and accurately seeing through processes from start to finish.

	A/I

	
	

	
	Committed to ‘making a difference’ to drive the business forward.
	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST*


	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop.


	C






	
	

	
	Enhanced DBS Check
	D
	
	



* Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle

How assessed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment

Disclosure and Barring Service Check
Due to the nature of the work, this post involves a check on an individual’s criminal background. The check is carried out through the Disclosure and Barring Service (DBS, previously CRB). Any offer of employment will be subject to receiving satisfactory clearance from the Disclosure and Barring Service.

Politically Sensitive post: Political Restrictions 
Please note that the Local Government Officers (Political Restrictions) Regulations 1990 apply to this post. In general terms these provisions mean that the postholder is prohibited from:
•	holding or standing for elected public office (except Town or Parish Councils);
•	holding office in a political party.
•	speaking or writing in public (including on social media) in a personal capacity in a way that might be regarded as favouring one or other political party.
•	canvassing at elections





	
For Official Use only

	Job title:
	
	Post no:
	

	Service:
	
	JE score:
	178

	Team:
	
	Pay band:
	9

	Location:
	Farnham Memorial Hall
Babbs Mead
West Street
Farnham 
Surrey
GU9 7EE
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five-day week


	Competencies:
(level 1 – 4)
	Communication:
	1
	

	
	Customer Service:
	1
	

	
	Team Working:
	1
	

	
	Managing Self and Others:
	1
	

	
	Can do approach/Results:
	1
	


	Reviewed By:
	
	Date:
	

	Checked in:
	
	Date:
	

	Last Updated:
	
	Date:
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Collaboration        We know, work with and support one another. We collaborate  with residents, businesses and partners and realise the  potential of the Guildford and Waverley Collaboration. We  empower ourselves and others.  
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