ADMIN ASSISTANT JOB DESCRIPTION

POST TITLE:
Administrative Assistant 
GRADE:
Grade 6 
CONTRACTUAL 

ARRANGEMENTS:
Monday to Friday 8.30am – 4.30pm (½ hour unpaid lunch break)


TTO plus one week to be worked during the summer holidays. 
ACCOUNTABLE TO:

School Business Manager
PURPOSE OF THE JOB

To undertake a variety of administrative and clerical procedures to support the efficient running of the school office

key Accountabilities

1. To answer the telephone, receive visitors to the school and deal with routine enquiries; 

2. To use and maintain office computer systems (e.g. Arbor, Tucasi) to input details, manage data, run reports and make returns as required;
3. To collect, record and bank income; place orders for goods and services and manage the school’s banking.

4. To be responsible for the administration of the schools extra-curricular activities and school trips and events.
5. To liaise with other school staff and outside agencies/organisations, in respect of a varied range of issues, as appropriate.

6. To provide a PA/support service to the Senior Leadership Team, which may include organising their diaries, arranging meetings and taking minutes;

7. To draft and type a variety of correspondence, reports, minutes and other documents as required;

8. To undertake personnel and financial administration as required, or to support of other members of the team in carrying out these functions;

9. To provide welfare support to the pupils of the school, including undertaking minor first aid duties, assisting children with personal hygiene and notifying parents when children are ill;
10. To carry out any other administrative procedure, within the responsibility level of the post, as directed by the Senior Leadership Team
Supporting the school
At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to: 
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy
OTHER DUTIES
The post holder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
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