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BOXGROVE PRIMARY SCHOOL

JOB DESCRIPTION 

Clerical Assistant (Scale 3* )
Purpose of the Job
To provide comprehensive clerical support within the school, providing a front line service to parents and other stakeholders, school reception duties, handling money and processing payments, entering pupil data, school communications (email/SMS), use of Microsoft Office and general office tasks.
To be responsible to the Head teacher/ School Business Manager 

Main duties and responsibilities:

1 Processing all staff and parent communications via email/SMS or word processing documents using Microsoft Office and school communication systems (PMX).
2 To perform general office duties including producing monitoring reports and certificates, filing and photocopying.
3 To ensure that visitors to the school, both in person and by telephone, are received and dealt with in a polite and sensitive manner and any persons admitted are done so in accordance with the school’s safeguarding policy.  To answer the telephone and direct callers/take messages as appropriate. 
4 To book supply cover for staff where appropriate/authorize online time sheets in accordance with weekly cover sheet.
5 To draft routine correspondence and undertake typing for all staff and, when necessary, governors, maintaining confidentiality at all times.
6 To assist in the maintenance of efficient office filing systems (paper and computerized records).
7 To prepare appropriate computerised and other records, including catering statistics, breakfast club registers, school milk returns and following up benefit administration for applications of free school meals.
8 To monitor dinner, breakfast club, and trip payments to ensure all payments are received from parents in a timely manner and prepare debtor letters as appropriate.
9 To process school Purchase Orders on school Finance system (FMS) and to monitor and raise orders for office stationery and school uniform supplies.

10 To receive and receipt deliveries of goods ordered on the school Finance system and match delivery notes with Purchase Orders and Invoices ready for input on the school Finance system (FMS).

11 To input payment of school invoices on school Finance system for payment (FMS).
12 To assist with the processing of dinner money and other funds/banking and process on line credit card payments from parents exercising strict confidentiality of payment details.
13 To assist in arranging school trips, meetings and appointments for staff/CPD courses and parents’evening appointment and setting up online booking systems using school communications systems (PMX).
14 To assist with the administrative tasks relating to the attendance, admission and transfer of children, including attendance input, making first day calls and input of admissions data (SIMS).
15 To be willing to be trained on computer administration packages used in the school, including ParentMail (PMX), SIMS, FMS and PMX PlusPay.
16 To be flexible in terms of providing office cover when necessary.
17 To undertake such other clerical and administrative duties in support of the work of the school office as required by the school and are commensurate with the level of responsibility of the postholder.
18 In discharging the duties of the post to have due regard to the provisions of the Health and Safety at Work legislation.
19 To maintain appropriate levels of confidentiality as is commensurate with holding a position in the school office.

20 To assist with maintaining the accuracy of the whole school electronic diary system, in particular recording scheduled and unscheduled staff absence
21 To assist with sale, restock and auditing of school uniform

22 To assist with preparing rooms for meetings

23 To ensure reprographics facilities remain well stocked and in good working condition.
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BOXGROVE PRIMARY SCHOOL

Person Specification

The successful candidate will have:

Preferred Qualifications

GCSE Grade C or above in English and Maths 
Knowledge and Experience

Experience of working in a busy office environment is desired, but not essential
Fast and accurate word processing 

Abilities/Skills

The ability to carry out effectively the above stated job description

Ability to use a Microsoft Office quickly and effectively

Sense of humour
Warm, welcoming persona
Ability to handle cash

The ability to communicate well both orally and in writing with pupils, parents, staff, governors and the wider community

The ability to work on own initiative and follow instructions

Be reliable, adaptable and able to prioritise and work to deadlines

Ability to deal with a range of confidential issues regarding staff and pupils in a professional manner
Safeguarding and promoting the welfare of children

Be committed to following all school procedures to ensure safeguarding the welfare of children in our care.
Equal Opportunities

An understanding of and commitment to equal opportunities

Ability to reflect the borough’s equal opportunities policy in practice

The above person specification will also be used as selection criteria
