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JOB DESCRIPTION	 

Post: Administrative Assistant (term-time only)
Salary: Scale 4
Contract Type: Full-Time
Accountable to: School Business/Office Manager and Head Teacher
Accountable for: 
To assist the Head Teacher and School Business/Office Manager with the administration of the school, particularly in relation to the maintenance of pupil records and financial administration. To organise and run a friendly, efficient office and reception.
 Key Duties and Responsibilities

· The post holder reports to the School Business/Office Manager
· The post holder has no direct line management responsibilities for staff but would be expected to support the work of less experienced staff
· The post holder has no budget responsibilities
· The post holder may be required to work out of hours during the week and weekends for the benefit of the school community
[bookmark: _b82lnfxg4cdg]
[bookmark: _lcsvro146xq]To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards and taking decisions leading to changes in important procedures and practices

 
· [bookmark: _kw2r9hvweklx]Provide a welcoming and helpful frontline service to all visitors of the school and ensure that visitors are not kept waiting while non-urgent tasks are worked on
· [bookmark: _vlh4tvyfrvd8]Answer telephones promptly and with a respectful and professional manner.
· [bookmark: _k5rch5wzdabd]Be familiar with all policies and procedures that are relevant for the role
· [bookmark: _aurxw1tnv3wr]Responsible for school administration, communication and maintaining all appropriate records, databases, disseminating information, reprographics and filing. 
· [bookmark: _qew8xyrw9lr3]Be able to manage workload appropriately during the school day and complete tasks and duties within expected timescales with minimal supervision
· [bookmark: _pxu27ig9usqj] Able to demonstrate a good standard of grammar, spelling and punctuation and ensure all outgoing documents are correctly checked before sending out. 
· [bookmark: _hu8oq4cydh05]Understand your role in safeguarding and act on any safeguarding issues in accordance with school procedures. 
· [bookmark: _6aa6j7vwkg2y]Use IT hardware and relevant software packages efficiently and effectively to access, manage, retrieve and share the various types of information required by the post holder’s specific role. 
· [bookmark: _pepcm4bvpszg]Be able to competently use all items of office equipment, such as the photocopier, and keep up to date with developments and changes to such equipment. 
· [bookmark: _i5loya4o4xbz]Maintain and follow safe secure door entry system
	
[bookmark: _v8ww5jzanufj]To maintain appropriate pupil and staff records, producing information returns and statistics as required.
· [bookmark: _5hm2r5o4vxa0]Organise new admission interviews and carry out interviews with parents to fill in any gaps in the admission form before they meet with the Head Teacher.
· To be responsible for all admissions of children to the school in line with Newham   Deanery Admissions Policy. Collecting and checking all forms and documentation and providing the’ Admissions Committee’ of the school with clear reports to assist with  the decision making process. Liaising with the borough admissions department and ensuring all procedures are carried out correctly. Preparing information and paperwork for the Head Teacher in the appeals process.
· [bookmark: _oxdieg54d4eo]Effective use and maintenance of of Microsoft office, Arbor and Google drive in support of administration systems of pupils records, school’s database for pupils and word processing
· [bookmark: _epoz23d3glrh]Maintain appropriate pupils attendance and producing information returns, reports and statistics, as required.
· [bookmark: _r63fhxmdnkn4]Ensure that pupils’ information is processed appropriately, correctly and timely into Arbor.
· [bookmark: _447ia5q10tj0]Responsible for archiving pupil records and maintaining a list of relevant files in a shared data folder. 
· [bookmark: _gpugfbejatku]Assist with maintaining up to date Admissions and transfer list including CTFs.

[bookmark: _7pfdrc6jyudg]
[bookmark: _bkhy5vw95ulv]To operate the School’s financial procedures in accordance with the appropriate regulations
· [bookmark: _qlhvj88h1b57][bookmark: _GoBack]Follow all processes meticulously for the handling of money and ensure receipts are provided for money relating to school trips, staff meals and any other event.
· [bookmark: _1m0dlpwjk4z]Be able to demonstrate a good understanding of the school’s financial management procedures. 
· [bookmark: _455g12w9ni57]Oversee stationery resources, purchase orders, deliveries, queries/discrepancies and maintain school stock/materials, ordering materials and equipment as and when required, ensuring value for money at all times. Ensure prompt distribution of delivery to the appropriate persons in a timely manner
	

	
	

	
[bookmark: _37lz97bry743]To use information technology, carrying out word processing and managing incoming and outgoing emails and other functions as required. 
· [bookmark: _ngb3sg8fo5nz]Ensure that documents are prepared and data is entered into IT systems accurately and on time. 
· [bookmark: _6eeejbv5cca2]Deal with specific and general enquiries from staff, parents, visitors and external agencies including local authority. 
· [bookmark: _jbnfvlwgls99]Use of ongoing knowledge and experience of Arbor to support the smooth running of the admin office.
[bookmark: _smuuxsjvu0f8]
[bookmark: _8gvkt5yc7qym]To maintain, review and improve good working practice
· [bookmark: _m2u8ywe77iei]Attend training as necessary and keep up to date with changes on Arbor; communicate and advise any changes to the admin team.
· [bookmark: _kf2haprdw952]Work flexibly to ensure that the school’s priorities are met
[bookmark: _4wqviewyt1a2]To be responsible for dealing with all correspondence
· [bookmark: _omrrbwm7pafs]Deal with correspondence including emails, as required professionally representing the school’s interest.
To deal with both specific and general enquiries from staff, parents and visitors
[bookmark: _v71qh7sa0yf1]To control, prioritise and distribute workload accordingly
[bookmark: _sc74w4c96hy0]To deal with any other matters within the competence of the post holder, at the direction of the head teacher or school business manager, if appropriate.
	[bookmark: _9yvan89c082i]

	
	

	
	



The duties and responsibilities of this post may vary from time to time according to the changing needs of the school.  This job description may be reviewed at the discretion of the Head Teacher in the light of those changing requirements and in consultation with the member of staff and the Head Teacher
 
________________________________________________________________________________

Signature of the Post-Holder: 						Date:					

Signature of Head Teacher: 							Date:	 
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St Michael's




