





JOB PROFILE

	Post Title:
	Administrative Assistant

	Reporting Relationships:
	School Business Manager

	Salary:
	[bookmark: _heading=h.gjdgxs]£18933 per annum pro rata (NYCC Grade D4) 

	Location:
	St Augustine’s School Scarborough

	Contract:
	37 hours per week, Term Time Only plus training days   
[bookmark: _heading=h.30j0zll]Hours 8.30am – 4.30pm (4pm finish Friday) with a 30 min unpaid break each day  

	Job Purpose: 
To provide an efficient, finance/administrative support system to the school, through undertaking financial, administrative, and organisational processes within the school. 
The role and work of the finance/admin assistant involves dealing with sensitive and confidential information regarding staff and pupils, it is, therefore, essential to maintain the highest level of confidentiality in relation to school matters. 


	Main Duties and Responsibilities

The Post holder working to this job description may undertake any of the following main duties and responsibilities.  

· Use of the financial management system to record Purchase Order Numbers and Goods Received Notes.
· Undertake general reception duties e.g. answering the telephone, taking messages and passing them on as directed, dealing with face to face enquiries, dealing with emails, keeping a diary of appointments, signing in of visitors.
· Assist with pupil welfare by liaising with parents and staff, recording absence and illness.   
· Use of text messaging/email/online payments software.
· Assist with arrangements for visitors to the school e.g. medical professionals, photographer, contractors etc.


Administration

· Operate specified IT packages e.g. excel, word, Sage
· Maintain pupil records
· Ensure deliveries have been checked and distributed correctly.  GRN recorded onto the financial management system (Sage). 
· Maintain and monitor school trip payments
· Maintain and submit purchase card logs to SBM for sign off
· Assist in providing reports and typed correspondence 
· Advise and deal with enquiries internal/external – face to face, telephone and email.
· Archiving of documents


 Safeguarding, Equality & Diversity and Health & Safety

· To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

· To carry out your duties with full regard to the Trust’s Equality Policy and Race Equality Scheme.

· To comply with Health and Safety policies, organisations statements and procedures, report any incidents/accidents/hazards and take a proactive approach to health and safety matters in order to protect both yourself and others.

[bookmark: _GoBack]For an informal chat or for application documents please contact Garry Morrison – garry.morrison@northyorks.gov.uk
Closing date – Monday 7th February 

These duties are neither exclusive nor exhaustive, and the post holder will be required to undertake other duties and responsibilities, which the SMCCAT may determine.

The successful applicant will be required to comply with all trust policies.

The successful applicant will be subject to relevant vetting checks, including a satisfactory enhanced disclosure before an offer of appointment is confirmed. The Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.


































[bookmark: _heading=h.2et92p0]
PERSON SPECIFICATION
[bookmark: _heading=h.1fob9te]
	Qualifications & Education 
	Essential
	Desirable

	1
	GCSE A-C or equivalent in Mathematics 
	✓
	

	2
	GCSE A-C or equivalent in English
	✓
	



	Experience & Knowledge
	Essential
	Desirable

	3
	Effective use of ICT
	✓
	

	4
	[bookmark: _heading=h.3znysh7]Experience of using IT packages e.g. excel, word, Sage
	✓
	

	5
	A knowledge and commitment to safeguarding and promoting the welfare of children and young people. 
	✓
	

	6
	Experience using financial software
	
	✓

	7
	Experience of working in a School Office
	
	✓

	8
	Previous experience in an administrative/finance role
	✓
	



	Skills 
	Essential
	Desirable

	9
	Good organisational skills and able to manage own time effectively
	✓
	

	10
	Good numeracy/literacy skills.
	✓
	

	11
	Ability to produce accurate work to tight deadlines under pressure 
	✓
	

	12
	Good communication and interpersonal skills
	✓
	

	13
	Ability to relate to the needs of young people 
	✓
	

	14
	Work constructively as part of a team
	✓
	

	15
	Ability to use initiative and retain professionalism at all times
	✓
	

	16
	Be able to organise and implement planning
	✓
	

	17
	Ability to work with minimum supervision
	✓
	



	Personal Attributes & Other Requirements
	Essential
	Desirable

	18
	A willingness to support Catholic / Christian ethos of schools
	✓
	

	19
	Positive attitude to the job/pride in work
	✓
	

	20
	Satisfactory Enhanced Disclosure
	✓
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