SCHOOL ADMIN ASSISTANT
JOB DESCRIPTION
Grade: Scale 3

 
Responsible to: Business Manager
Purpose of the job
· To be responsible for organising and supervising efficient and effective school administrative and financial systems

· To work with other members of the administrative team organising and co-ordinating the effective day-to-day running of the school office.

Main duties and responsibilities
Financial Administration Procedures

· To make proper arrangements for the receipt and banking of income; including clubs, trips and school dinners
· To be responsible for the security of safe keys and the log safe contents
SIMs System Manager

· To be responsible for an up-to-date and efficient data base of all pupil details using SIMS.net

· To be responsible for the update of records for children when leaving or starting school. 

· Liaise with Admissions as required.

· Input of exclusions (monthly report to LA), SEN information/ assessment data, meeting deadlines for reporting such data.

· Produce reports using SIMS.net applications (class lists, mail merge, forms etc)

· 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 be responsible for the promotion and set up for new academic year within attendance

· Assist with preparation of the termly school census.
Staffing and Personnel

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

· To oversee school meal registers and banking of monies including SIMS Agora (online payment)

· To deal with any queries regarding school meals.

· To liaise with school kitchen and catering staff.

· To ensure monthly school meals returns are submitted to GS Plus
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.

· Send email/text alerts to parents 
· To type confidential items, reports etc. and maintain confidentiality (as directed by the Head Teacher / SLT).

· To deal with the finances and arrangements for fund raising event
· To arrange and organise school photographs.

· 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 within the establishment costs budget.

· Maintain pupil records including waiting lists for reception and nursery in liaison with FS Leader), and transfer list for secondary schools.

· Ensure LA deadlines are met for submission of such information. 

General Office Administration

· Manage visitors ensuring they are signed in and allocated visitor badge, in line with safeguarding using current entrance system
· Receive telephone calls and operate small switchboard

· Make (and receive) phone calls to parents

· Process incoming and outgoing mail, email and post.

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

· Type correspondence and curriculum materials

· Take minutes of meetings as required.

· Operate reprographic equipment and fax machine

· Distribute goods and orders.

· Oversee the recording and postage of all outgoing mail

· To (remotely) control the door at peak times of the day.

· To assist in the maintaince of a clear and pleasant office environment.

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

	
	Essential 
	Desirable

	Experience 

Working in a school setting 

Working to deadlines and with confidential data
Use of ICT applications relevant to the post i.e. Word, Excel, Power Point


	X

X
	X


	Qualifications

Good general standard of education 

High standard of literacy and numeracy skills

SIMS experience

	X

X
X
	

	Knowledge and Personal Skills

To be able to communicate effectivity at all levels

To have the ability to provide outstanding customer care and to promote the school in a positive way 

To be able to work on own initiative and as part of a team, understand school roles and responsibilities

Understanding of the importance of confidentiality Safeguarding and Data Protection Act /GDPR

	X

X

X

X
	


