
 
 
 

Job Description 
 
 
Job Title:  Fixed Asset and Inventory Officer  
 
Grade:  5/6 
 
Department:  Contracts and Assets 
 
Responsible to: Contracts and Asset Manager 
 
Line Management: None  
 
Location:  Multi Location 
 
 
Main Purpose of Job: 
 
The Officer will assist in ensuring that the school’s assets and inventory items 
are all logged onto the Asset system in a timely and complete way. They will 
ensure records are kept up to date and providing an efficient reporting function 
for the schools and College centres working closely with the on-site and central 
teams. This includes Facilities, IT and local school finance staff.  

Summary of Duties and Responsibilities: 

 
1. To be responsible for the oversight of the safeguarding of all asset and 

inventory trustwide. 
2. To oversee the trust assets and inventory system and ensure data is up to 

date. To inform local personnel if data is missing. 
3. Monthly data review and reporting to ensure the asset system is kept up to 

date with regards to inventory and assets tagging. 
4. To carry out ad hoc spot checks at local sites to verify that monthly reports 

are accurate and complete. 
5. Tagging assets and counting assets if required 
6. To assist in the training of staff where required to ensure accuracy and 

completeness of data. 
7. Assistance with development of processes and procedures to ensure all 

statutory regulations are adhered to along with internal Finance Regulations 
and Procedures and bring to the attention of their lime manager anything 
that is not in alignment. 



8. To act as the coordinator for all disposals and to oversee the system to 
ensure all items are disposed on in a compliant way. 

9. To ensure the central finance team are kept up to date on any disposals and 
to work with them to ensure fixed asset registers are kept up to date. 

10. To work with HR to ensure assets that are used by employees are logged 
and removed in a controlled way and safeguarded manner. 

11. To collate and oversee a register of ‘valuable, removable and transferable 
inventory list’ and to ensure it is updated and owned locally, and to report 
there on. 

12. Provide administrative support to the IT and Procurement team. 
13. To raise orders for IT and procurement if required. 
14. To provide monthly and ad hoc reporting on all asset use to management 

and ESLT. 
15. Liaison with all levels of personnel. 
16. Such other duties as may reasonably be required. 
 
Other Duties 
 
17.   
18. To comply at all times with the requirements of the Health and Safety 

regulations and to take responsibility for the health and safety and welfare 
of others in the working environment. 

19. Adhere to and contribute to the College’s Equality and Diversity Policy 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


