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St Peter’s CE Primary School
Job Description
	Job Title               School Admin Assistant
Grade                   C      


	Job Purpose


	1. Under the direction/instruction of senior staff, provide general, administrative, financial support to the school.



	Administration



	1. To undertake administrative duties in relation to the organisation of out of school activities as and when required.
2. To provide administrative support in relation to the efficient running of our school.
3. Provide general admin support e.g. photocopying, filing, completion of standard forms, responding to routine correspondence etc.
4. Maintain manual and computerised records/management information systems.
5. Produce lists/information/data as required e.g. pupil data.
6. Sort and distribute mail.
7. Undertake routine administration of school lettings and other uses of school premises.


	Organisation


	1. To undertake administrative duties in relation to the organisation of examinations.
2. To assist in exam invigilation as and when required.
3. To undertake administrative duties in relation to the organisation of teaching cover as and when necessary.
4. Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors.
5. Assist with pupil welfare duties, looking after sick pupils, liasing with parents/staff etc.
6. Assist in arrangements for schools trips, events etc.



	Responsibilities


	1. Assist in financial administrative areas as directed.


	Resources


	1. Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet).
2. Maintain stock and supplies, cataloguing and distributing as required.
3. Assist in the running of ‘shops’ within the school.
4. Undertake general financial administration e.g. processing orders.


	Support for the School



	1. To work as part of a team and support the role of others at all times contributing to the overall work and ethos of the school.
2. To undertake personal development through training and other learning activities including performance management, as required.
3. Provide general advice and guidance to staff, pupils and others.
4. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.



Common Core of Skills and Knowledge for the Children’s Workforce

The common core covers six themes:

1. Effective communication and engagement with children, young people, parents and carers.
2. Child and young person development.
3. Safeguarding and promoting the welfare of the child.
4. Supporting transitions.
5. Multi-agency working.
6. Sharing information.

