SCHOOL ADMINISTRATION ASSISTANT
JOB DESCRIPTION
Grade: Scale 3

 
Responsible to: Business Manager
Purpose of the job
The Administration Assistant is responsible for supporting with the administrative, financial and organisational processes within the school. Acting as the initial point of contact for parents, other stakeholders and visitors, you will unfalteringly communicate the vision and ethos of the school.
Main duties and responsibilities
Financial Administration Procedures

· To make proper arrangements for the receipt and banking of income – from clubs, trips and school dinners etc – using the online payment system
· To be responsible for the security of safe keys 

SIMs & Attendance
· To be responsible for an up-to-date and efficient database of all pupil details using SIMS.net and adhering to GDPR
· To be responsible for the updating of records for children when they leave or start school
· To liaise with Admissions as required
· To input exclusions (monthly report to LA) and SEN information/ assessment data, meeting deadlines for reporting such data
· To produce reports using SIMS.net applications (class lists, mail merge, forms etc)

· To manage attendance records using SIMs.net, overseeing input of attendance information and producing reports as required

· To ensure weekly registers and absence sheets are prepared

· To check outstanding absences and liaise with other staff/agencies
· To complete DCSF absence returns as requested by the LA
· To meet with the Attendance Officer termly
· To be responsible for the promotion and set up for the new academic year
· To assist with the preparation of the termly school census
Staffing and Personnel

· To be responsible for the school’s online diary and emails
· To assist with maintaining the single central record for safeguarding, carrying out preliminary checks for DBS forms
School Meals Administration

· To oversee school meal registers and the banking of monies – including the online payment system
· To deal with any queries regarding school meals
· To liaise with the school kitchen and catering staff
· To ensure monthly school meals returns are submitted to caterers
· To liaise with Pupil Benefits and families eligible for Free School Meals
Other Administrative Procedures

· To oversee the production of the school newsletter

· To type correspondence as requested by the Head Teacher and/or Senior Leadership Team
· To book development courses for staff

· To manage room bookings
· To send email/text alerts to parents 
· To deal with the finances and arrangements for fund raising events
· To arrange and organise school photographs
· To arrange transport for class trips
· To advise and help staff in all matters relating to school issues

· To liaise with the Head Teacher and Site Manager to ensure Health and Safety for all in the school building

· To maintain office supplies and place orders
· To maintain pupil records (including waiting lists for reception and nursery in liaison with the FS Leader) and the transfer list for secondary schools
· To ensure LA deadlines are met for submission of any information
General Office Administration

· To manage visitors, ensuring that they are signed in and allocated visitor badges in line with safeguarding procedures – using the current entry system
· To make and receive telephone calls, and operate a small switchboard

· To process incoming and outgoing mail and email.

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

· To type correspondence and curriculum materials

· To take minutes of meetings as required
· To operate reprographic equipment 

· To 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.
· To maintain filing systems, both electronic and paper, ensuring GDPR compliance
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

	SIMS 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


