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	POSITION:
	Administrative Assistant

	SCALE:
	Scale 4 or 5 (depending on experience)

	RESPONSIBLE TO:
	School Business Manager (SBM)/Headteacher

	HOURS
	32.5
Monday to Friday 8.30-4pm

	FUNCTION RELATIONS:


	All members of the School staff
Local Authority Officers and Inspectors

	Main Contacts:
	All staff, Parents and Carers, children and visitors to the School.
Other external agencies of the Council

	MAIN OBJECTIVES

1. To receive parents, carers, children and all visitors and callers to the school, providing a warm welcome and guidance as required.

	MAIN DUTIES AND RESPONSIBILITIES

Reception
1. To welcome all families, visitors and callers to the school, ensuring registration procedures and safeguarding checks are followed and to direct visitors to the appropriate area, informing personnel of their arrival.

2. Update Schools’ on-line diary and assist in booking supply staff to cover staff absences.

3. To be part of the day-to-day administrative function, supporting the effective running of the general office as one of the school’s main point of contact, as well as the main point of daily routine administration.

4. To ensure that the reception area is always tidy and presentable.

5. To operate CCTV camera system in order to monitor and greet visitors to the school site.

6. To answer all telephone calls, taking and logging messages, answering general queries, and transferring calls to appropriate personnel.

7. To assist with parent communication by sending out texts, emails and regular communications such as the newsletter. 

8. To book visits, meetings and events where appropriate, providing administrative support to the team.

9. To display current information on notice boards for personnel.

10. To open post and circulate, maintaining staff communication.

11. Undertake other reception duties routine task that is within the spirit of the role 


Administration
12. To receive deliveries, check receipt of goods and notify personnel to collect.
13. Carry out regular stock checks on stationery materials and ordering new stock as needed. Keeping stock cupboard well organized and ensuring resources are not wasted.
14. To assist the Headteacher, SBM and Office Manager with routine clerical support, e.g., photocopying, filing, emailing, communications and queries on MIS (Arbor), letter writing and routine forms.

15. To undertake training in new systems and procedures relevant to the duties of the post. 

16. Produce lists/information/data as required, particularly using MIS (Arbor) e.g. children’s data, attendance reports.
17. Undertake typing, word processing and other IT based tasks, including updating the school website.
Attendance

18. Record data relating to pupil attendance (absence/lateness).

19. Liaise with parents to establish why children are absent, within agreed timeframes.

20. Communicate with teachers and other relevant parties regarding pupil absence.

21. Prepare data for SLT and governors regarding absences and attend meetings as required.

22. Obtain authorisation for holiday and other absence requests and maintain records

23. Provide daily lunch lists for the kitchen.

Admissions and Data

24. Undertake all administration relating to admissions to the school, including the checking of documentation and maintaining accurate class lists.

25. Maintain accurate records of children entitled to free school meals and undertake any associated administration.

26. Ensure all pupil data is accurate and up to date, both personal files and computerised records (Integris).

27. End-of-year routines undertaken on Arbor together with all necessary housekeeping.

28. Secure records from other schools as appropriate and ensure records are transferred to other schools when children leave.

29. Compile pupil census and any other returns required by LA or DfE.
30. Undertake all administration relating to secondary transfer.

31. Ensure the school meets data protection regulations regarding retention of records.

Financial 

32. To assist with checking the receipt of goods against delivery notes/invoices in readiness for payment.
33. Undertake routine financial administration on the school MIS (Arbor) e.g. adding payment items, checking payments have been received
34. To assist the SBM and Office Manager with processing payments, income and invoices according to school’s financial delegation arrangements and carrying out some simple financial administration tasks on the school’s online accounting system (Novus) e.g. printing cheques.

Out of School Activities
35. Administrative management of after school enrichment clubs

36. Assist with administrative management of breakfast and after school clubs

37. Support teachers with arrangement of transport and communications to parents relating to school trips
38. Assist with administrative tasks relating to all trips, including residential trips. Including booking trips, collecting parent consents and recording medical information as necessary.

Resources
39. Operate office equipment, e.g. photocopier, computer and arrange repairs
40. Arrange orderly and secure storage of supplies.
Responsibilities

41. 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.

42. Be aware of and support differences and ensure equal opportunities for all.

43. Contribute to the overall ethos/work/aims of the school.

44. Assist in arrangements for school events etc.

45. Participate in training and other learning activities and performance development as required; including the undertaking of training to achieve competences required to operate Management Information System and the associated hardware and software provided by the LA in order to undertake responsibilities within the post.

46. To implement the School/Council’s Equal Opportunities policy in all aspects of the duties of the post.

47. To undertake any other duties in line with the basic objectives of the post as required by the Head of School.

48. To act at all times in accordance with School policies.




	Post:
	Admin. Assistant

	Scale:
	Sc4


	Experience

· General clerical/administrative/basic financial work 
· Experience working in a school

· Experience managing student attendance

· Experience with school MIS (Arbor)

· Experience working in a busy reception
	Essential  
Desirable

Desirable

Desirable

Desirable

	Qualifications

· NVQ2 or equivalent qualification or experience in relevant discipline

· Good literacy skills – Grade 4 or above GCSE (or equivalent)
· Good numeracy skills  – Grade 4 or above GCSE (or equivalent)
	Desirable

Essential
Essential

	Knowledge and Skills

· Effective use of ICT packages

· Use of relevant equipment/resources

· Good keyboard skills
· Effective communication, both written and verbal
· Good word processing skills

· Knowledge of relevant policies/codes of practice and awareness of relevant legislation

· Ability to relate well to children and adults

· Work constructively as part of a team, understanding roles and responsibilities and your own position within these
· Ability to juggle competing priorities
· Ability to identify own training and development needs and co-operate with means to address these
	Essential

Essential

Essential

Essential

Essential

Desirable

Essential

Essential

Essential
Desirable

	Equality Opportunities
· Commitment to the implementation of the school’s equal opportunities policy
	Essential

	Continuing Professional Development

· Willingness to undertake additional training/staff development as appropriate

· Ability to reflect on your own professional practice
	Essential

Essential
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