
JOB DESCRIPTION
ADMINISTRATIVE ASSISTANT


Scale:			4 (Points 7-11)
Responsible to: 	Office Manager/ Headteacher
Role purpose: 	To implement a comprehensive range of administrative systems and
procedures to meet school requirements.

Main Responsibilities and Duties:

· Welcoming visitors always ensuring that the school’s security and confidentiality policies are adhered to and that visitors sign in and wear an appropriate lanyard.
· To act as first point of contact for general parent, pupil and visitor enquiries both in
     person and via the telephone, text and email providing a proactive service which pre-empts the needs of others.
· Always maintain confidentiality in respect of school-related matters and prevent the disclosure of confidential or sensitive information
· Work with all staff to follow the school vision and promote a positive ethos 
· Attend and participate in meetings or training as required
· Be professional, punctual and adhere to the expectations set out in the Code of Conduct
· To produce and process routine school documentation and letters to parents
· To provide cover for other office staff in their absence, as far as practicable, and to liaise with other staff as appropriate
· To maintain the pupil database, inputting and extracting information, including medical information, and disseminating as appropriate in a timely manner.
· To assist with basic financial procedures regarding handling and recording cash or cheques that come through the office via parents. 
· To support the Office Team in receiving, checking and disseminating deliveries, check invoices and link to delivery note
· To open and disseminate incoming mail
· To deal with all outgoing mail, including taking deliveries to the Post Office, as required.
· To maintain a database of all training courses attended by all staff.
· To assist the Senior Leadership Team by maintaining the staff communication board/diary as required and to ensure information from termly planners are recorded in the main diary.
· To carry out general office duties, such as photocopying, laminating, binding, filing etc
· To support school photocopying as necessary.
· To maintain stock and request replenishment of printer inks and copier products as appropriate, ensuring stock levels are kept within reasonable limits without overstocking.
· To liaise with photocopier maintenance contracts as necessary and report faults to them immediately ensuring minimal disruption to the school.

Welfare
· Be trained in First Aid to provide First Aid cover when required
· Be aware of and comply with policies and procedures relating to child protection; Keeping Children Safe in Education; health, safety and security; confidentiality and data protection; reporting all concerns to an appropriate person and recording concerns on the school’s online system.

Hospitality 
· Coordinate hospitality arrangements for visitors, meetings, training events and school functions, including the preparation and clearing of refreshments. 
· Maintain stocks of refreshments and associated supplies, including tea, coffee, milk and biscuits, ensuring adequate availability for staff and visitors at all times, including the start of each term. 
· Liaise with suppliers and place orders as required to maintain appropriate stock levels and value for money.

School Trips
· [bookmark: _GoBack]Maintain a detailed record using Evolve for all visits off site.
· Supporting staff with planning and booking trips/ coaches/ bus tickets; setting up payment services for families.
· Following up with parents/ carers on payment

Enrichment Activities - EA administration include: 
· Liaising with service providers, including external providers
· Setting up payment systems
· Setting up registers
· Setting a timetable for activities
· Allocating venues for each EA in consultation with school staff
· Liaising with parents
· Brief external and school service providers regarding any medical needs or care plans.
· Carry out the relevant checks for external providers, including DBS, barring and Insurance Liability/Cover as appropriate.

Free School Meal/Pupil Premium Eligibility 
· Maintain and update a termly register
· Maintain and update payment systems
· Maintain and update the school management information system (MIS) for start and end dates
· Write to families regarding entitlement 
· Reconcile the data, as directed by the Office Manager, for the school census
· Ensure the UIFSM forms are annually sent to the new Reception intake families and data collated and sent to the LA
· Maintain and promote the purpose of FSM status in Early Years/ KS1 in liaison with the Pupil Premium/ Sports Premium Lead
· Manage and coordinate the delivery and administration of the Felix Project for targeted families, ensuring accurate records, effective communication and timely distribution.

School Lunches - Oversee school dinners which includes
· Liaising with the catering team in school and the external provider
· Monitoring the termly menu
· Circulating menu information to parents
· Collating daily figures and advising the kitchen team

Effectively manage communications – internal and external
· Meeting Minutes/ Newsletters/ School letters circulation to all staff including the website administrator
· Sending any whole school texts and emails
· Carry out filing, photocopying and typing in an efficient manner
· Upload and publish staff-submitted content on the school website and official social media platforms in a timely and accurate manner
· Any other reasonable duties requested by the Headteacher or Senior Leaders of the school

Adhoc Projects
· Sourcing out contractors
· Organising quotes
· Reporting to the Headship team with findings

School Lettings
· Support the Office Manager to oversee the Lettings within the school, to include promoting the premises, liaising with potential users, liaising with the relevant agencies to ensure all paperwork/correct procedures are followed. 
· Manage information accurately and efficiently including data held within systems.
All Children First staff will:
· Promote equality of opportunity and regard are per Children First guidelines
· Follow The Children First Safeguarding Guidelines and Child Protection policy/procedures
· Contribute to producing/delivering priorities in the School Improvement Plan
· Keep their own performance under review, contributing to monitoring, evaluation and review and participate in performance management/appraisal
· Promote positive attitudes and behaviour
· Contribute to the smooth day to day running of the school
· Be committed to achieving the schools aims
· Work to develop Brettenham as a successful inclusive school
· Respond promptly to concerns from parents, staff or students
· Promote the schools and Children First Trust in the community
· Work in partnership with all colleagues and stakeholders in the school and Trust
· Support Codes of Professional Ethics/Safe Practice in the Staff Handbook and Trust Code of Conduct
· Have regard for and act in accordance with Health and Safety policy/practice
· Celebrate success of pupils and staff
All schools and services in The Children First Academy Trust are committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within the Trust are expected to share this commitment.
NOTE:
This job description should not be viewed as comprehensive description of the post. 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 those in a position of responsibility to undertake work of a similar level that is not specified in this job description.
This job description is current at the date shown, but, in consultation with you, may be changed by the school management to reflect or anticipate changes in the job commensurate with the salary scale and job title.

PERSON SPECIFICATION Scale 4 Admin Assistant

	Criteria
	Competencies

	Qualifications
	Educated to at least GCSE Level

	Experience
	A basic knowledge of the work of a school.

	
	Experience of undertaking a range of clerical duties.

	
	Experience of, or willingness to learn, a range of computer applications including Word, Excel, PowerPoint

	
	Experience of working to deadlines and prioritising workload.

	Skills/Abilities 
	Excellent spoken and written English language skills

	
	The ability to set and maintain high standards in all aspects of the role.

	
	Ability to work both independently and as part of a team.

	
	Excellent interpersonal and communication skills.

	
	Ability to convey straightforward information, orally and in writing, to colleagues, pupils, parents etc. 

	
	Ability to work in an organised and methodical manner. 

	
	Ability to take personal responsibility for organising day to day targets.

	
	Ability to demonstrate confident keyboard skills for accurate computer input and retrieval.

	
	Ability to convey information clearly & accurately.

	
	Ability to maintain efficient record keeping systems.

	
	Ability to work professionally as part of a team.

	
	Ability to work in a discreet and sensitive manner.

	Commitment
	Customer focused and service orientated.

	
	Commitment to professional development and training.

	
	Commitment to safeguarding children.

	Personal
	Proactive and a good communicator.

	
	Positive outlook, able to challenge and adapt to change.

	
	Value Equal Opportunities and working in a diverse workforce in a multicultural school setting.
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