JOB DESCRIPTION

Post: Administrative Assistant

Responsible to: School Business Manager
Scale: 3
Hours: 9am – 1pm. 20 hours per week (term time only, 39 weeks per year)

Job Purpose

· To contribute to the effective running and organisation of the school office and administrative procedures, working with other members of the administrative team.
· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the LA and school
Main duties and responsibilities

Management Information System and Attendance

· To be responsible for an up-to-date and efficient data base of all pupil details using Arbor.
· To be responsible for the update of records for children when leaving or starting school. 

· Liaise with Greenwich Admissions as required for Reception intake.
· Produce reports using Arbor.
· Manage daily attendance records using Arbor, overseeing input of attendance information and following up absences, including outstanding absences.
· To produce daily meal numbers for the catering company.
· To ensure that children leaving prior to the end of the school day are recorded as off site.
· Sending attendance letters, liaising with Children’s Wellbeing Lead and arrange meetings as required.
Medi Alert Book and Dietary Needs

· Updated the medi alert book and school posters when information is received and distribute accordingly
· Liaise with the SENCO and school nurse relating to medical and dietary needs
· Liaise with parent/carers and catering company regarding medical and dietary needs
GDPR

· Send google permission for as part of new admissions.
· Maintain GDPR permissions log for photos and website consent. 
School outings

· Create google forms.
· Send communication to parents/carers and create payments.
· Liaise with catering company regarding school outings.
Open days

· Arranging open days for prospective parents/carers.
· Advertising this on school website. 
Nursery Admissions

· To maintain the Nursery waiting list and manage numbers. 
· Liaise with Head of Early Years regarding admissions and deal with admissions paperwork.
· To correspond with Nursery parents/carers around admission arrangements for Reception.
Website 

· To be responsible for the website content, ensuring accuracy and compliance.
· To be responsible for the website calendar, ensuring events and term dates are up dated.
· To take photographs of events in school and update website
General Office Administration

· Manage visitors ensuring they are signed in and allocated visitor badge, in line with safeguarding using current entrance system.
· Receive telephone calls and operate small switchboard.
· Make (and receive) phone calls to parents.
· Process incoming and outgoing mail, email and post.

· Develop and maintain good communications within school between teachers, support staff, pupils, parents, governors, LA and community.

· Type correspondence and curriculum materials.
· Take minutes of meetings as required.

· Operate reprographic equipment.
· Distribute goods and orders.

· To (remotely) control the door at peak times of the day.

· To assist in the maintenance of a clear and pleasant office environment.
· Maintain filing systems, both electronic and paper. 

To carry out such other duties as reasonably correspond to the general character of the post and are commensurate with the level of responsibility.
PERSONAL SPECIFICATION

	FACTOR
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	SAFER RECRUITMENT

	Committed to ensuring all children in our school are kept safe
	✓  
	
	APPLICATION FORM

INTERVIEW

	Enhanced DBS check
	✓  
	
	RECRUIMENT CHECKS

	EQUAL OPPORTUNITIES

	Committed to ensuring that all members of our school community can achieve excellence
	✓  
	
	APPLICATION FORM

INTERVIEW

	QUALIFICATIONS AND EXPERIENCE

	Experience of working in a school
	 
	✓
	APPLICATION FORM

INTERVIEW

	Good written communication skills
	✓  
	
	APPLICATION FORM

	Good oral communication skills
	✓  
	
	INTERVIEW

	GCSEs (or equivalent) in English and Maths
	✓  
	
	APPLICATION FORM

	Good ICT skills (eg. Microsoft packages)
	✓ 
	 
	APPLICATION FORM

INTERVIEW

	Working to deadlines
	✓
	
	APPLICATION FORM

	Arbor experience 
	
	✓
	APPLICATION FORM

	KNOWELDGE AND PERSONAL SKILLS

	Outstanding customer care 
	✓
	
	APPLICATION FORM

	Positively promoting the school’s values and ethos 
	✓
	
	APPLICATION FORM

INTERVIEW

	Work on own initiative and as part of a team, understand school roles and responsibilities
	✓
	
	APPLICATION FORM

INTERVIEW

	Understanding of the importance of confidentiality and GDPR.
	✓
	
	APPLICATION FORM

INTERVIEW

	SELF DEVELOPMENT

	Commitment to own professional development 
	✓  
	
	APPLICATION FORM

INTERVIEW


