JOB DESCRIPTION

Post: Administrative Assistant

Responsible to: School Business Manager
Scale: 3
Salary £21,591 FTE
Hours: 25 per week 12pm - 5pm (term time only, 39 weeks per year)

Job Purpose
· to contribute to the effective running and organisation of the school office and administrative procedures, working with other members of the administrative team.
Attendance

· maintain pm class registers and liaise with class teachers when necessary
· data input for SIMs attendance, using correct codes for missing marks

· ensure that students leaving prior to the end of the school day are recorded as off site

· produce attendance reports from SIMs as required

Pupil Records
Contribute to the maintenance of a well organised and effective system by:

· organise, maintain and update all pupil records regularly 

· update pupil information on SIMs and paper records

· process pupil administration in accordance with admissions policy

· regularly check that pupil information is accurate and up to date

· send on pupil records for school leavers immediately

· request new pupil records from previous school and obtain UPN
School Clubs / Activities

Ensure a well organised system following clear policies and procedures:

· liaise with club co-ordinator termly

· sort and distribute information to parents for sign up / allocation of places, using SIMS Agora

· answer all enquiries and liaise with club leaders

· to act as the initial collection point for monies received from pupils for clubs and provide financial report to SBM / HT termly.

· issue and monitor the registers

· ensure children are collected from the correct point by known adult and deal with late collections. 
Admissions
· Maintain the Nursery waiting list 
· Liaise with Head of Early Years regarding admissions and deal with offer paperwork plan home visits. 
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.

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

· To assist in the maintenance of a clear and pleasant office environment.
· Maintain filing systems, both electronic and paper. 
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
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 and Data Protection Act


	X

X

X

X
	


