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OAK WOOD SCHOOLS ACADEMY

	Job Description

	Post Title
	Administrative Assistant (HR and Personnel)

	Grade
	Scale F (spinal points 7-10)  

	Hours
	35 hours per week, 39 weeks per year

	Responsible to :
	HR & Payroll Officer to Office Manager and Head Teacher


Broad Description:

Note: These are broad descriptions of the types of duties/activities expected at this level, for illustrative purposes. They are not intended to provide an exhaustive list of duties. 

Contribute to the school’s statutory duty to safeguard and promote the welfare of children. 

Responsibility for others: The post has some impact on the well-being of individuals or groups (i.e. physical, mental, social, health and safety). 

Responsibility for staff: The post has limited direct responsibility for supervising other staff 

Responsibility for finance : The post has limited direct responsibility for financial resources such as occasional handling of small amounts of cash, processing cheques, inputting orders and invoices etc. 

Responsibility for physical resources: The post has some direct responsibility for physical resources, involving the careful, accurate, confidential and secure handling and processing of information and/or day to day maintenance of equipment. 

Main purpose


Under general guidance, handles a range of administrative processes and tasks, providing comprehensive administrative support for the Headteacher, HR & Payroll officer and other authorised members of staff connected with Oak Wood Primary School.  Work is covered by established procedures, but prioritises own workload.
Main duties

· Deal with queries and provide information about the school and school activities for parents, pupils and visitors both in person and by telephone.

· Handle day-to-day activities within the office, keep to required deadlines for work, follow agreed office procedures, deal with correspondence, maintains the required confidentiality of materials.
· Add visitors on to the inventory system

· Order badges for the inventory system.
· Taking minutes if required and as appropriate.

· Handle confidential and sensitive correspondence and information

· Handle telephone calls with sensitivity and confidence, using initiative as required.

· Undertakes typing, copying, recording, filing and classification of materials using a computer for work generated by the Headteacher, authorised members of staff, governors.

· Receive and give any necessary training on new technology.

· Support as necessary the sorting and distribution of mail including email.
· Assist in compiling and updating of a variety of reports and the School Single Central Record
Personnel

Under the guidance of the HR and Payroll Officer, support the upkeep of the personnel management system including 
· Typing of correspondence and filing

· Assist in the administration procedures for the recruitment of staff/governors:

· Compiling further details for job applicants

· Send out application packs, 

· Assist with interviews for candidates and governors

· Send for references ensuring necessary supporting information is enclosed

· Make other arrangements e.g. catering, booking a room etc. 
· Manage DBS ID checker and associated checks, reference and right to work information of staff on school system
· Manage new starter process including input of contract information onto YourHR

· Monitor and action Fixed Term contracts and Probationary periods
· Responsibility for maintaining the related personal staff records on management information systems and electronic file

· Liaise with HR & Payroll Officer to ensure monthly staffing and payroll information is shared
Finance

· Process money for pupil dinners and staff dinners

· Collect payments for uniform orders

· Prepare cash & cheques for Banking

Other

· Attend and participate in relevant meetings as required

· Participate in training, learning and development activities.
· Provide administrative support to Senior members of staff as and when required.

· Distribute/collect registers during fire drill.
· Any other duties commensurate with the grading of the post.

Please note that this document provides a broad description of the types of duties/activities involved in this role. They are not intended to provide an exhaustive list of duties and the successful candidate will be expected to undertake other duties considered commensurate with the role.

	Administration Assistant

Person Specification - (key requirements of the role)



	Category
	Essential 
	Desirable

	Experience
	Previous experience of working in an administrative role in a School Office Environment
	

	
	Experience of administrative tasks and duties
	

	
	Experience of using SIMS and database software.
	Experience of using YourHR

	Qualifications

	Level 3 qualification or higher in a relevant discipline or evidence of equivalent knowledge and experience 
	

	Knowledge,

Skills and

Abilities
	Good literacy and numerical skill
	

	
	Able to use all office equipment and has knowledge of administrative and word processing software packages. 
	

	
	Good organisation skills and the ability to prioritise workload

	

	
	Ability to use initiative within recognised procedures
	

	Personal Qualities
	Excellent Communication skills
	

	
	Open to learning new skills and showing an empathetic approach towards our pupils as they progress on their learning journey
	

	
	Able to develop and maintain good relationships with colleagues, parents, pupils and can gather, receive or exchange information on an everyday basis


	

	
	Ability to react well to change and respond to unexpected situations and recognise when issues need to be escalated
	Awareness of Safeguarding

	Other Factors
	Eye for detail and accuracy
	

	
	Team player
	

	
	Motivated and enthusiastic approach to work
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