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Post: Administrative Assistant (POST B)
Pay range: Scale 2, £16,349.26- £16,628.61 per annum (pro rata, term time only)
Hours: Full Time (7 hours per day, 8.00 am – 4pm, one hour unpaid lunch break), term time only
JOB DESCRIPTION

Line of responsibility:  The Administrative Assistant is directly responsible to the Headteacher
Purpose of Role

Responsible under the direction or instruction of the senior staff to 
· Provide routine general clerical, administrative or financial support to the school.
· Liaise effectively with members of the office team:  Administrative Officers 
· Be an ambassador for the school when meeting parents and other visitors and to act as a first point of reference when people arrive.
Tasks

1. ORGANISATION

· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors

· Assist with pupil first aid and welfare duties, looking after sick pupils, liaising with parents/staff etc.

· Assist with arrangements for visits by external agencies e.g. school nurse, therapists, social workers and education welfare officers.
2. ADMINISTRATION

· Provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms

· Maintain manual and computerised records/ management information systems e.g. SIMS and Parentpay
· Undertake typing, word-processing and other IT based tasks

· Maintain notice boards, update timetables/rotas, sort and distribute mail

· Undertake routine administration e.g. registers and school meals etc.
· Carry out pupil attendance focussed administration tasks under the direction of the Attendance Officer

· Carry out basic human resources administration  tasks, including the booking of courses, under the direction of the HR Officer

3. RESOURCES

· Operate office equipment e.g. photocopier, computer etc.
· Order, issue and control the general stationery stocks for the School

· Check incoming orders 
· Undertake routine financial administration (e.g. collect and record school meals payments)
4. RESPONSIBILITIES

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos, work and aims of the school

· Appreciate and support the role of other professionals

· Maintain regular communication with the Balham site office, liaising over tasks as required

· Attend and participate in relevant meetings as required

· Participate in training and other learning activities and performance development as required

· Be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation

· Be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role

· Ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection

PERSON SPECIFICATION
1. EXPERIENCE
· General clerical/administrative work (E)
· Experience of working in a school setting (D)

2. QUALIFICATIONS
· NVQ Level 1 or equivalent qualification or experience (E)
· Additional qualifications related to the post (D)

3. KNOWLEDGE AND SKILLS
· Good understanding and ability to use relevant technology e.g. photocopier  (E) 
· Keyboard/computer skills (E)
· Participate in development and training opportunities (E)
· Relevant legislation and guidance in relation to working with and the protection of children and young people. (E)

· Ability to relate well to children and adults (E) 
· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these (E)
· An understanding of the schools equal opportunities policy and how it is implemented (E) 
· Good numeracy and literacy skills (E)
· Good oral communication skills (E)

· Honest and trustworthy (E)

· Flexible and adaptable (E)

· Proactive and approachable (E) 
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