St. Mary’s CE (VA) Primary School

Job Description

Administrative Assistant – Scale 3 to 4 based on Experience


RESPONSIBLE TO: 	Headteacher, Business Manager

JOB PURPOSE:	Under the supervision of senior staff, to undertake a range of administration, reception and attendance duties.

JOB RESPONSIBILITIES AND TASKS:	

· Undertake reception duties, answering routine telephone and face-to-face enquiries and signing in visitors. 
· Carry out photocopying, filing, scanning, emailing, and completing routine forms.
· Produce lists/information/data as required.
· Maintain manual and computerised records/management information systems.
· Maintain pupil data.
· Undertake typing, word-processing and other IT based tasks.
· Monitor whole school attendance, absence and punctuality.
· Investigation of unexplained absence, contacting parents for absence reasons by phone and letter.
· Collect and record monies received for school lunches, clubs and trips. Ensuring outstanding payments are chased and received.
· Finance support such as processing orders and invoices
· Assist with arrangements for visits by school nurse, photographer etc.
· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.
· Maintain stock of first aid supplies in school.
· Responsibility for administering schools admissions procedures
· Collating any documentation regarding school leavers and children transferring mid-year and ensuring all information is delivered to new schools in an appropriate amount of time.
· Liaising with staff for extra-curricular activities.
· Monitoring how deliveries are dealt with, ensuring that they are quickly delivered to the relevant staff.
· Provide administrative support to other staff.
· Responsibility for preparing and issuing school newsletter.
· Responsibility for updating school calendars and website.
· Responsibility for school stationery stock.
· Responsibility for school photocopiers/printers in regard to stock of toner, paper and organizing maintenance calls.
· Issuing of staff identity badges and security fobs.
· Administration relating to premises and Health & Safety procedures.
· Ensure the school’s safeguarding and health and safety procedures are implemented in respect of all visitors attending the school.
· Promote and safeguard the welfare of children, young and vulnerable people that
you are responsible for or come into contact with.
· To comply with individual responsibilities, in accordance with the role, for health and
safety in the workplace.
· Ensure that all duties and services provided are in accordance with the School’s
Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of
children and young people and expects all staff and volunteers to share in this
commitment.
· To ensure compliance of Data Protection at all times.
· The duties above are neither exclusive nor exhaustive and the post holder may be
required by the Headteacher to carry out appropriate duties within the context of the
job, skills and grade.

QUALIFICATIONS, KNOWLEDGE AND SKILLS REQUIRED

· NVQ 2 or equivalent qualification or relevant experience
· Good numeracy and literacy skills
· Effective use of ICT packages
· Finance/Accounts experience desirable
· Good keyboard skills
· Appropriate knowledge of first aid (training can be provided)
· Ability to relate well to children and all adults
· Exceptional interpersonal skills
· Self-Motivated and organised
· Works constructively as part of a team, understanding school roles and responsibilities and own position within these.

PRINCIPAL CONTACTS

Pupils, parents, visitors, teachers, other school support staff.






Signed (Issued by) ………………………………………………………………………………………….


Signed (Received by) ……………………………………………………………………………………..


Date ……………………………………………………………………………….
