LONDON BOROUGH OF NEWHAM

                 JOB DESCRIPTION

Title of Job:
Administrative Assistant
Section:
School Roman Road








Scale:

3
JOB DESCRIPTION

Person Reports To:
School Business Manager
Person Supervises:
No supervisory responsibility
Purpose of Job:
To provide receptionist and administrative support within the school.
Equal Opportunities:
The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

Duties and Responsibilities:
1. To work in partnership with other admin staff and all other employees.

2. To carry out receptionist duties, providing information to visitors as appropriate

3. Dealing with written and verbal enquiries from members of the public, families, staff and outside agencies.

4. To word process a variety of materials e.g. letters, bulletins, information to parents.

5. Responsible for general administration of the school, maintaining appropriate records, disseminating information.

6. To operate the schools information management system (SIMS) and ensure correct recording of information relating to students.

7. To contact various Council departments and outside agencies, representing the schools interests and presenting its positive image.

8. To pass on communications to members of staff particularly instructions, messages and requests for information.
9. To receive telephone enquires, calls in person from parents and the public giving relevant information in an appropriate manner.
10. To deal with routine correspondence.

11. Drafting of simple letters and memos.

12. Performing a variety of office duties including photocopying, filing, typing, taking telephone messages, mailings etc and devising office systems.

13. Operation of new technology e.g. word processing, data bases, spreadsheets (with training where appropriate).

14. To work within agreed timescales, seeking advice and instruction from senior staff where necessary.

15. To telephone parents for late pupils and keep records of such.

16. To carry out such other duties as the Head Teacher may request from time to time.  
This job description may be amended at any time after discussion with you and will be reviewed annually.
