St. Anthony’s Catholic Primary School

Job Profile

Admin Assistant
DATE:
September 2024 (to begin 01.10.2024)
JOB CONTEXT:
This job profile recognises the requirements of Leeds City Council Pay and Conditions Regulations and reflects the vision, aims and policies established by the governors of the school.

TITLE:


Admin  Assistant

SALARY:


Leeds City Council A3 Scale Point 4 (£5,491.35 p.a. pro rata)

Actual starting salary based on 10 hours per week term time only (starting at point 4). 8.00am-10am daily 
JOB PURPOSE:
Responsibility to undertake a range of general clerical, manual and administrative duties in support of the staff of the school,  under the overall direction of the headteacher and business manager.

In addition to the Key Accountabilities and Key Tasks listed below, in order to gain experience and competency in admin tasks which are normally carried out more specifically by other members of the team, you will be expected to shadow other admin staff in their specific tasks on a regular basis.

KEY ACCOUNTABILITIES:


· To assist in the School’s administration

To input daily registers and conduct first day absence calls

To input daily dinner orders and lead with the collection of dinner monies, and the preparation of records

To assist with the manual and computer based preparation, updating and storage of a wide range of records, reports and information packages

To conduct and process holiday fines and associated paperwork
· Management of Resources

To prepare resource material as requested by staff

To check and store goods received in appropriate location 

· Pupil Welfare

To provide first-aid and assist children in the entrance/cloakroom areas if required
· Reception and General Duties

To assist other office staff in providing a professional reception service and dealing with telephone calls
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SCOPE FOR IMPACT

The post holder will be jointly responsible, under the direction of the school business manager and headteacher, for the effective running of the school’s administration which will be reflected in the school’s success and the way in which it is perceived by parents and prospective parents.

ACCOUNTABLE TO

for Management:
Miss Lisa Leonard, Headteacher
for Performance 

Management:

Miss Lisa Leonard, Headteacher
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	KEY TASKS


	

	a)
	Telephone and reception duties
	· operate the school telephone switchboard and deal with routine queries as appropriate

· receive visitors and deal with routine enquiries in accordance with established policy and practice

· ensure that important messages  are passed on to the appropriate class teacher

· provide refreshments for visitors



	b)
	Typing and Copying
	· copy type handwritten or printed documents such as lists, forms, reports, records, etc.

· compose routine correspondence in accordance with established policy and practice

· operate and maintain photocopying and duplicating equipment, collate and distribute material

· circulate information via teachers2parents


	c)
	Records
	· create and update records for dinner money collection to facilitate the smooth running of the school

· maintain office filing system (paper and computer based)

· prepare and maintain files and records such as  class and pupil records, dinner money returns etc.

· maintain or access pupil's records on SIMS system if required


	d)
	General Administration
	· open and distribute in-coming mail

· deal with routine clerical matters



	e)
	Pupil Welfare and Classroom Support
	· provide first aid and advise parents of any      injury which has occurred and action taken

· arrange medical appointments for pupils, and notify them of the details

· keep and administer prescribed medicines to pupils (with written permission from parents) 
· assist with changing clothes and other cloakroom activities



	f)
	Supplies and Requisitions
	· place orders on SIMS for general office stationery and curriculum supplies as required

· receive goods and ensure items delivered to school are checked against delivery notes and ensure discrepancies are taken up promptly with the supplier

· promptly transfer to appropriate storage all items delivered to school 



St Anthony’s Catholic Primary School

Person Specification

	
	ADMIN ASSISTANT

	Qualifications
	Essential
Good general education to GCSE A - level or equivalent
GCSE Maths and English Language essential
Desirable
Secretarial/administration qualification 
First Aid qualification 

	Experience
	Essential
Excellent previous office experience
Experience of working with the public
Desirable
Recent office experience
Experience in using SIMS.net database

	Knowledge, understanding and skills
	The post holder will have the ability to:
· Support the aims and mission statement of this Catholic School 
· Safeguard and promote the safety of children
· Develop positive relationships with all our children and parents
The post holder will have:
· Enthusiasm and energy and a love of school life
· Excellent interpersonal and communication skills (both with adults and children)
· Excellent ICT skills 
· Excellent organisation and time management skills

	Personal characteristics
	The post holder will:
· Be able to organise workload effectively and set own priorities
· Be able to work to a high level of accuracy and presentation
· Be forward thinking, positive and creative
· Be friendly and cheerful
· Have a good sense of humour and team spirit
· Be willing to obtain an enhanced Criminal Record Bureau disclosure
· Be willing to undertaking training (if not already qualified)


St Anthony’s Catholic Primary School is committed to safeguarding and promoting the welfare of children, and all employees are individually responsible for actively promoting this commitment. This position is subject to an enhanced CRB disclosure and other pre-employment checks.
