[image: ]
Hope School, 251 Hartsbourne Avenue, Liverpool, L25 2RY 
Telephone: 0151 363 3130 – Email: ao@hope-school.co.uk 
www.hopeschool-liverpool.co.uk 
 
Hope School – Speke
 Administration Assistant Job Description

£26’402 – £28’126 FTE (NJCJE Scale 3)
7.45am – 2.45pm - Monday to Friday
32.5 hours per week – Term Time only – 0.80 FTE

 
	Position:  
	Administration Assistant  

	Pay Range:  
	Grade 3

	Responsible to:  
	School Business & Operations Manager


  
	Job Purpose
	To work under the instruction of School Business Manager (SBM), to provide general and routine clerical administrative support at the school’s satellite provision.
Collaborating daily with the SBM, premises staff and administrative team to ensure the smooth day-to-day operation of the satellite provision.
Collaborate with host school staff to promote a strong team-working culture.

	Key Responsibilities and Duties

	Undertake reception duties, answering routine telephone and face to face enquiries and managing visitors to the school satellite site efficiently and effectively in a manner which promotes a positive image of the school.

Manage the pupil transport agreements for the satellite provision by liaising with local authority SEN transport team and parent/carers. 

Support as part of the school’s admin team for the school’s electronic attendance database, including maintenance and monitoring of the attendance records/absences in line with legislation and regulations. Undertake first day contact of parents / carers as required.

Maintain manual and computerised records and management information systems across the school. 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.

Support and assist pupils taking lunch by liaising and organising meals from host school. 

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 medication.

Assist with arrangements for school trips and events including setting them up on Arbor. Collecting and processing money for banking such as lunch money, trip money etc.

Provide general clerical support including routine clerical processes, IT based tasks requiring knowledge of various ICT packages and operation of office equipment. 

Maintain stocks and supplies, record keeping and distributing as required.

Liaise with SBM and finance officer on financial matters and processing orders.

Liaise with SBM and IT Manager on any IT issues.

Produce lists, information and data as required.

Take notes at meetings on occasion as required.

Provide general advice and guidance to staff, pupils and others.


	Professional values and Practice

	Ability to build and maintain successful relationships with people, treat them consistently, with respect and consideration.
Ability to work collaboratively with colleagues and carry out the role effectively, knowing when to seek help and advice.
Ability to improve your own practice through observations, evaluation and discussion with colleagues.

	Safeguarding
	The Board of Governors is committed to safeguarding and promoting the welfare of children and young people.  The Headteacher must ensure that the highest priority is given to following the guidance and regulations relating to safeguarding and child protection.  Appointment is conditional upon receipt of satisfactory Disclosure and Barring Service (DBS) checks in relation to criminal and child protection matters.  




This job description forms part of the contract of employment of the person appointed to the post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. 
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