About the School
At Monksdown Primary School we have pupils and staff with active and creative minds who have compassion and understanding for others. Our pupils are Respectful, Resourceful, Resilient and Responsible.
The Governors of Monksdown Primary School are seeking to appoint an Administrative Assistant to work alongside the School Business Manager and Admin Assistant.

We offer:
· The opportunity to work in a school where “teamwork and mutual support are outstanding”
· A highly inclusive, supportive learning environment
· The opportunity to work with motivated pupils and supportive families
· Supportive Governors and a dedicated school team.

About the Role
The Admin Assistant will be responsible for undertaking administrative, financial and organisational processes within the school under the guidance of senior staff. They will also be required to maintain and monitor information, producing reports as required to support the school management system.

Personal Qualities
The successful candidate must be prepared to take a full and active part in all aspects of school life and support the inclusive ethos of the school. Joining a highly motivated team, you will need to be flexible, enthusiastic and keen to develop your own skills. Working alongside colleagues, you will be expected to deliver a stimulating, exciting, safe and caring experience. Monksdown is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.

Main tasks and responsibilities: 
· To assist with data input in the Student Information Management System (SIMS) and run/distribute data reports, as required. 
· To maintain manual and computerised pupil records.
· To assist in the administration of school dinners including; 
* collecting and banking of dinner money, 
* ensuring the Free School Meals list is up to date on SIMS  
* corresponding with parents about dinner money arrears 
* liaising with the kitchen about pupil numbers etc.
· To assist with the organisation of visits by the school nurse, photographer etc.
· To provide clerical support e.g. photocopying, filing, scanning and emailing.
· To assist with the collation and distribution of reports
· To design/update publications, programmes, certificates etc., as required. 
· To provide an efficient, friendly reception service for all visitors to the school, ensuring that they are signed in following the correct safeguarding processes. 
· To provide refreshments for visitors and for meetings.
· To deal with all incoming calls and emails in a professional manner. 
· To ensure that incoming post is distributed and outgoing post is dispatched correctly. 
· To maintain the upkeep of the General Office, Office Kitchen and Reception area.  
· To maintain levels of refreshments in all staffrooms.
· To administer first aid as required, once training has been completed. 
· To support other members of the team 
· To carry out any other reasonable duty as assigned by the Headteacher, Senior Leadership Team or Business Manager. 



Person specification: 
· Good ICT skills (including word processing, databases, spreadsheets, email and the Internet.  (a knowledge of SIMS or similar would be an advantage). 
· [bookmark: _GoBack]Good command of written and spoken English, with ability to express him/herself clearly, both orally and in writing. 
· Evidence of good organisational skills, with a calm, methodical approach to work. 
· Able to act appropriately on own initiative. 
· Able to prioritise workload and meet deadlines. 
· Adaptable with a flexible approach to problem solving. 
· Good interpersonal skills with the ability to build good working relationships with colleagues and able to work as part of a team. 
· Enjoys working with children (experience within a school would be an advantage).
· Works well under pressure
· Able to multi task
· Good personal presentation, and able to present a positive image of the school to external contacts.   
· Willing to become a qualified first aider. 
· Sense of humour.
