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Job Description



Name:  

Line Manager: Donna Weeks

Grade of Post: C5

Relationships
· To welcome visitors and handle enquiries appropriately and in a welcoming and friendly manner.
· To liaise with teachers, non-teaching staff and parents appropriately.

Tasks
· To collect money and manage appropriately, including PTA collections
· To manage the clerical system for school meals
· to ensure the inventory of school equipment is maintained for items costing over £250
· To prepare attendance registers and maintain pupils attendance and identifying any concerns with the Senior Administrator
· To follow up first day absences
· To collect and record pupils dinner money & send reminders.
· To place orders for furniture, equipment, consumable and books
· To update website under direction of management
· To produce and distribute weekly newsletter
· To collect money for school trips
· to ensure bus lists are updated daily
· to cover for Senior Admin when required
· To input invoices
· To reconcile petty cash monthly
· To ensure that any information received concerning the children is kept confidential at all times in line with GDPR procedures and data protection policy.
· To adhere to all policies and safeguarding procedures


Hours of Work:
[bookmark: _GoBack]Monday to Friday   8.00am – 12.00 Term time only
760 hours per annum



Signed______________________________________________


Dated______________________________________________
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