


	SCHOOL: 
	HOLY ROOD CATHOLIC PRIMARY SCHOOL

	POST TITLE: 
	ADMINISTRATIVE & ATTENDANCE ASSISTANT

	GRADE:    3
	HOURS OF WORK:
	24 HOURS PER WEEK

	RESPONSIBLE TO:  
	BUSINESS MANAGER

	PURPOSE OF THE JOB

· Under the guidance of senior staff, assist in the administrative, financial and organisational processes within the school


	KEY AREAS
· Organisation

· Attendance

· Administration

· General




	DUTIES AND RESPONSIBILITIES

Organisation 

· Undertake reception duties, answering general telephone enquiries;
· To act as a point of contact for pupils and external enquiries to the School Office.
· When necessary, ensure that all visitors and callers to the school are courteously and correctly received in line with Health and Safety Procedures i.e. signing in and directing to site:
· To deal sensitively with anxious, distressed or impatient callers, whether by telephone or in person:
· Assisting with First Aid and the responsibility for the security of all medicines and related paperwork, looking after sick pupils, liaising with parents/staff as required;
· Arrange the administration of school trips, concerts and ensure correct financial procedures are followed regarding the receiving of all voluntary contributions.
· Deal with administrative matters relating to accounts, records of monies associated with school meals, milk and school uniform:
· To work with other members of the administrative team organising and co-ordinating the effective day-to day running of the school office including meeting timescales and deadlines.


	Attendance
· To check and input data related to the attendance of pupils on a daily basis:
· To contact parents / carers by phone or letter concerning their child’s absence and record reasons for absence on to the SIMS system:
· To provide any statistics, reports and returns in relation to attendance that is necessary to meet both internal and external requirements:
· To ensure that attendance data held within the SIMS system is accurate on a daily basis:
· Liaise with parents / carers and pupils as required to discuss attendance matters in school:
· To process parental requests for pupil leave of absence during term time and work with the LA/EWO when issuing FPNs
Administration

· Provide general administrative support e.g. photocopying, filing, complete standards forms, respond to routine correspondence;
· To sort and distribute all incoming correspondence i.e. post / e-mail / verbal;
· To assist with collating, maintaining and inputting all pupil data on to the SIMS system including all new starters and leavers information;
· To produce letters, reports, memoranda and other documents using all Microsoft applications.
· To order, organise and distribute stock and centrally based resources.
· To complete all end of year procedures on the SIMS system.
· To undertake daily administrative procedures on SIMS system, school meals software, excel and the school gateway, e.g. registers/school meals/school fund etc.
· To assist the Business Manager with placing of orders/invoices/receipts and other duties as required on the school’s financial management system.
General Responsibilities
· 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;
· Be aware of and support difference and ensure equal opportunities for all;

· Contribute to the overall ethos / work / aims of the school;

· Appreciate and support the role of other professionals;

· Attend relevant meetings and participate as required;

· Participate in training and other learning activities and performance development as required;
· Establish constructive relationships and communicate with other agencies/professionals;
· To undertake any other duties, commensurate within the grade, at the discretion of the Headteacher.
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