CHESHIRE EAST COUNCIL

 JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	School Trips Coordinator (Secondary School)
	JOB REF NO
	AAAE5237


BASIC JOB PURPOSE

To manage the school fund in conjunction with school trips

MAIN RESPONSIBILITIES

	NO
	

	1
	Manage the school fund using the schools software system. Maintain all records in accordance with financial regulations. Check and process invoices relating to the school fund for payment.

	2
	Collection of any school fund cash and cheques for banking as required in line with schools’ financial guidelines. The school however, is virtually cash free.

	3
	Respond to the needs of students other visitors to the student services office. Respond to internal and external telephone calls to the finance office in relation to the school fund, school trips and transport for trips.

	4
	Coordinate school trip letters, obtain quotes for transport, book transport and venues as required. Compile trip letters and ensure appropriate parental consent forms are complete. Manage the administration of Music Lesson charges.

	5
	To be a member of the school’s First Aid team

	6
	Access to SIMS. Requests from students for timetables and data entry.

	7
	Support the SBM and/or Finance Officer with calls to parents if dinner money accounts are in deficit and with Unit4 processes for orders and invoices, if required

	
	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.


