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        Job Description
	Position:
	Admin Assistant

	Responsible To:
	Headteacher, Governing Body, School Bursar and Administration Officer 

	
	

	Contracted Hours:
	1,248 x annualised hours – 32 x hours per week x 39 weeks (38-term time+ 5 INSET days)

	Grade:
	Grade 3 – Point 5-9


Primary Purpose of the Role:
To provide administrative and organisational support within the school.

Main areas of Responsibility:
· To undertake telephone and reception duties efficiently and effectively in a manner which promotes a positive image of the school. Offer helpful, friendly, approachable professional service at all times and take appropriate action on own initiative and resolving minor matters.

Responding to school access and signing visitors in and out using our electronic signing in machine.
· To open and distribute post/ mail. Maintain notice boards and keep office/reception area tidy.
· To show visitors around the school where necessary.

· To assist with pupil first aid and welfare duties, looking after sick pupils, liaising with parents/staff etc. and use specialist skills to undertake the administration of medical procedures.
· To administer medicine.
· To undertake photocopying, filing and general office duties including the preparation of school documentation as requested, using various IT packages and office equipment. Produce lists, information as required. Proof read letters for Headteacher and distribute.
· Maintain manual and computerised records and management information systems. Control and action the office emails.
· To assist with the input of school meals onto Arbor and liaise with school kitchen to organise packed lunch provision for educational visits. To liaise with parents about outstanding dinner money. Constantly reviewing entitlement of free school meals.

· Carry out monthly milk claims.

· Maintain pupil records on Arbor including annual processes and complete pupil Census returns. Send and receive CTF (Common Transfer Files) on the secure S2S portal. Process pupils’ admissions in accordance with admissions policy.

· To assist the Admin Officer with the organisation of school trips and outside agencies, including setting them up on Arbor. Collecting and processing money for banking such as lunch money, trip money etc…
· To maintain the attendance/absence using Arbor and manage first day absence telephone calls and liaise with the Attendance Lead.
· To undertake general financial administration such as processing orders, monitor photocopies and report any faults.
· To maintain, order stock equipment and first aid supplies, and distributing as required.

· Undertake routine administration of school lettings, school photographer, school nurses and other uses of school premises.
· Abide by our school values and code of conduct.

· Undertake other responsibilities within the role as directed by the Bursar and Headteacher.
· To undertake training and professional development as appropriate.

To develop the city council’s commitment to equal opportunities and to promote non-discriminatory practices in all aspects of work undertaken.

It must be understood that every employee has a responsibility to ensure that their work complies with all statutory requirements and with Standing Orders and Financial Regulations of the City Council, and to ensure that all work functions are undertaken in accordance with health and safety legislation, codes of practice, and the City Council’s safety plan.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
Mosspits Lane Primary School is fully committed to safeguarding and promoting the welfare of young people and expects all staff to share this commitment. An Enhanced Disclosure & Barring Certificate will be requested for the successful candidate, references sought and online checks will be made in accordance with Safeguarding Children and Safer Recruitment in Education legislation.

