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Finance and Administration Officer
Company: 		Path Hill Outdoors
Starting Salary:		£28,500 – £31,000
Location: 		Goring Heath, near Reading, RG8 7RE
Holiday :		25 days p.a. 
Job Type:		Permanent, Full Time or would consider term time only + 2 weeks
Minimum term time hours per week needed = 26 hours
Responsible to:		Directors of Path Hill Outdoors
DESCRIPTION 
Path Hill Outdoors is an outdoor education base set in 800 acres of private Oxfordshire beech forest specialising in alternative curriculum and re-engagement programmes. We also work with mainstream schools, run holiday woodland days for children, weekend activities for adults and corporate wellbeing days.

KEY RESPONSIBILITIES 
Finance
· Generate and issue individual and group invoices.
· Manage credit control and purchase ledger.
· Reconcile QuickBooks, bank, Stripe, SumUp and PayPal payments, ensuring accurate coding and allocation.
· Process PAYE payroll, freelance invoices, staff expenses, receipts and petty cash.
· Manage student budgets and reconcile accounts.
· Set up pensions for new starters and leavers through NEST.
· Support year-end accounting and provide financial reports as required.

Path Hill 1:1 Administration
· Liaise with the 1:1 Manager regarding students, staff and daily operations.
· Maintain daily student and staff registers and report attendance to referrers.
· Maintain information on student transport and attendance arrangements.
· Maintain accurate student referral, medical, allergy, photo permission and contact records.
· Ensure student and staff files are complete, up to date and securely archived.
· Manage AQA administration, including termly applications.
· Prepare student leaving folders and prepare student report templates including attendance and photographs.

HR
· Maintain the Staff Single Central Record and personnel files.
· Apply for DBS checks and references.
· Organise Safeguarding training.
· Ensure new starter documentation, including emergency contacts, is complete.

Path Hill Adventures
· Coordinate Wild Days, Little Ducklings and adult courses, including dates, bookings and customer liaison.
· Keep the online events calendar up to date and ensure future events are scheduled.
· Liaise with instructors and staff to gather event information.
· Promote new events through Mailchimp, social media and the website.
· Assist with Duckling registers and Friday morning arrivals.
· Update and manage Path Hill websites and online content.
· Upload and organise photographs as required.
· Support social media and event promotion.

General Administration
· Maintain diaries, calendars and office/site notice boards.
· Welcome visitors, manage signing-in procedures and answer office phones.
· Monitor and order stationery and office/site consumables.
· Maintain and archive staff and student records.
· Keep vehicle documentation up to date, including MOT, tax and insurance.
· Maintain staff calendars, memberships and event bookings.
· Keep the office environment organised and tidy.
This is a varied and flexible role requiring initiative and the ability to adapt to changing priorities throughout the year and across different seasons.
NOTE:  This job description is not intended to be all-inclusive. Employees may perform other related duties as negotiated to meet the on-going needs of the organization.                                          
PERSON SPECIFICATIONS 
	Skills, Knowledge and Experience 
	Essential 
	Desirable 

	Commitment to safeguarding and confidentiality
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	Experience in an administrative role handling confidential information
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	Financial experience ideally with payroll for a small team, purchase ledger with strong accuracy and record keeping
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	Strong ICT and communication skills, MS Office, Email and in person
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	Familiarity with safeguarding procedures 
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	Experience using Quick Books 
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	Experience of working in an educational environment
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	Maintaining and updating records linked to HR and safer recruitment 
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	Personal Qualities  
	Essential 
	Desirable 

	A professional and reliable communicator with excellent people skills, reliable team member who is approachable, who values positive relationships with children and adults
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	Calm, highly organised and a considered decision maker able to work independently using initiative and good judgement
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	Enjoys working as part of a team, supportive of colleagues
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	A pro-active and flexible approach to tasks
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	Adaptability and the ability to work under pressure
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	A good sense of humour 
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CONDITIONS OF SERVICE
Path Hill Outdoors is committed to safeguarding and promoting the welfare of children and young people. This post is subject to a successful enhanced DBS check, a completed application form and references. 
Appointment
The appointment can be a Full or Pro Rata post.  The date of commencement will be as soon as is possible for the person appointed.
Salary and benefit package
The starting salary is £28,500 – £31,000 + Pension + free cooked lunch daily
Probation Period
The first six months will be regarded as a probationary period. 
Application – Please email julia@pathhill.com for a full job description
Closing Date: Friday 4th September 2026. 
Please include: 
· A letter of application explaining your interest, experience and suitability for the post
· Full CV
· The names and addresses of two referees (one referee should be your last employer or equivalent)
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