
Admin Assistant – Job Description

Name of School: 
Sheringdale Primary School
Line Manager:
Sue Guest
Grade: 

xxxxxx
Main Purpose of Job

· To be an ambassador for the school when meeting parents and other visitors and to act as a first point of reference when people arrive

· To provide effective clerical and administration support to the Headteacher, Deputy Headteacher and other staff
· Contribute to the overall ethos/work/aims of the school and meeting the needs of the children
· Be aware of and support difference and ensure equal opportunities for all

Main Responsibilities 
Customer Focus
· Build excellent professional relationships with children, parents and other professionals in the school
· Provide an excellent administrative service to all sections of the school community regardless of race, sex, background or age
Reception
· Perform Receptionist duties at scheduled times during the school day: acting as first point of reference, receiving callers, children, parents, visitors and telephone enquiries. Offer helpful, friendly, approachable and professional service at all times and take appropriate action on own initiative, resolving  minor matters, referring more serious matters to appropriate member of staff
Communication

· Adhere to school procedures and ensure that staff receive messages (telephone, email, fax, face-to-face) promptly and accurately

· Maintain effective administration in the absence of the Administration Officer
Administration

· Provide general assistance to Headteacher, Deputy Headteacher, Finance and Administration Manager, Administrative Officer and teaching staff; to include all aspects of school administration, photocopying, general word processing, correspondence, reports and standard letters to parents. Provide hospitality as required

Publications

· Assist in the co-ordination and efficient production of school reports, publications and policies, ensuring compliance with school design guides and using paper-less methods as far as possible 
Stock Control

· Check in goods, return unwanted items, arrange repair/servicing

Finance

School Meals

· Using the School system (for example, SIMs) and  collect, receipt, record and bank all income in relation to school meals account, including weekly and monthly reconciliation. Liaise with parents regarding advance payments and send reminders for arrears according to school policy. Order meals daily, organise packed lunch provision for educational visits. Review termly pupil meal requirements. Constant review of entitlement of free meals, re-assessment reminders to parents.

Voluntary Contributions

· Collect, record, and bank pupil school fund and voluntary contributions for educational visits and sport activities

Data Management

· Maintain high standards when managing confidential information, complying with the school’s data protection procedures and legal requirements at all times

Attendance

· Using the School system (for example SIMs) to check registers, record details after close of registration, contact parents of absent pupils on a daily basis.

Safeguarding
· Comply with policies and procedures covering child protection, health, safety and security
· Contribute to safeguarding the welfare of children in the school

· Maintain the security of property in a way that is consistent with your organisation’s procedures and legal requirements, reporting any concerns about safety and security to the appropriate person

· Maintain the visitors log book and ensure all visitors and contractors can be identified by wearing clearly visible badges
School Nurse

· Liaise with School Nurse to plan medicals and handle responses
Performance and Line Management

· Regularly reflect upon your performance, set targets, action plan and review your work

· Keep an up to date professional portfolio (CPD file)

· Take an active part in the  Performance Management process with your line manager, sharing your success stories as well as your challenges

· Take responsibility for your work, encourage and accept feedback from your colleagues and your line manager and respond to or adapt to change as required

· Continue to learn and develop as a professional, completing induction, attending relevant training to update knowledge and skills, enhancing qualifications and engaging in annual performance review
Other

· Undertake such other duties as the Headteacher from time to time may direct
NATIONAL STANDARDS

	Mandatory/

Core Units
	Elements



	
	

	New award in Support Work in Schools (SWiS)

(4 Mandatory units )
	Child and young person development



	
	Safeguarding the welfare of children and young people



	
	Communication and professional relationships with children, young people and adults



	
	Equality, diversity and inclusion in work with children and young people



	
	Schools as organisations (Including an  Exploration of school values, policies, roles and responsibilities)


	Carry out your responsibilities at work
Unit 201

(CfA Business & administration standards)
	Communicate information

	
	1.Actively focus on information that other people are communicating, questioning any points you are unsure about 

	
	2.Provide accurate, clear and structured information confidently to other people and in a way that meets their needs 

	
	3.Make useful contributions to discussions

	
	4.Confirm and read written material that contains information that you need 

	
	5.Extract the main points you need from written material 

	
	6.Provide written information to other people accurately and clearly 

	
	Plan and be accountable for your work 

	
	7.Agree realistic targets and an achievable timescale for your work 

	
	8.Plan how you will make best use of your time and the other resources you need 

	
	9.Confirm effective working methods 

	
	10.Identify and report problems when they arise, using the support of other people when necessary 

	
	11.Keep other people informed of your progress 

	
	12.Meet your deadlines or renegotiate timescales and plans in good time

	
	13.Take responsibility for your own work and accept responsibility for any mistakes you make 

	
	14.Follow agreed guidelines, procedures and, where appropriate, codes of practice 

	
	Improve your own performance 

	
	15.Encourage and accept feedback from other people

	
	16.Use feedback to agree ways to improve your own work and put improvements into practice 

	
	17.Agree where further learning and development could

improve your performance 

	
	Elements

	
	18.Follow through a learning plan that meets your own needs

	
	19.Review your progress and update your learning plan 

	
	Behave in a way that supports effective working

	
	20.Set high standards for your work and show commitment in achieving these standards 

	
	21.Understand your own needs and rights

	
	22.Show a willingness to take on new challenges 

	
	23.Adapt readily to change

	
	24.Treat other people with honesty, respect and consideration 

	
	25.Help and support other people 

	Work within your business environment
Unit 202

(CfA Business & administration standards)
	Work to achieve your organisation’s purpose and values

	
	1.Work in a way that supports your team’s objectives

	
	2.Follow the policies, systems and procedures that are relevant to your role

	
	3.Put relevant organisational values into practice in all aspects of your work

	
	4.Work with outside organisations and individuals in a way that protects the image of your organisation

	
	5.Seek guidance from others when you are unsure about objectives, policies, systems, procedures and values

	
	Apply your employment responsibilities and rights

	
	6.Access information about your employment rights and responsibilities

	
	7.Carry out your responsibilities to your employer in a way that is consistent with your contract of employment

	
	8.Understand your employment rights

	
	9.Seek guidance when you are unsure about your employment responsibilities and rights

	
	Support sustainability

	
	10Keep waste to a minimum and follow procedures for recycling and the disposal of hazardous materials

	
	11.Follow procedures for the maintenance of equipment

	
	12.Make best use of technology to work in an efficient way

	
	Support diversity

	
	13.Interact with other people in a way that is sensitive to their individual needs and respects their background, abilities, values, customs and beliefs

	
	14.Learn from other people and use this to improve the way you work and interact with others

	
	15.Follow your organisation’s procedures and legal requirements in relation to discrimination legislation

	
	Maintain security and confidentiality

	
	16.Maintain the security of property in a way that is consistent with your organisation’s procedures and legal requirements

	
	17.Maintain the security and confidentiality of information in a way that is consistent with your organisation’s procedures and legal requirements

	
	18.Report any concerns about security and confidentiality to an appropriate person


*The Support Work in Schools Award is a formal qualification relevant to all support staff working in schools, including site staff, administrators and others, as well as those who work directly with children and young people. It seeks to develop the knowledge and understanding that all those working in a school setting will need and covers areas such as safeguarding, communication and understanding the school context. The evidence in your CPD file could be used to assess your knowledge and understanding and therefore support colleagues in gaining the qualification.
Person Specification

Name of school: Sheringdale Primary School
Job title:
 
Administrative Assistant / Receptionist
Line Manager: Sue Guest
Grade:


 
The person specification should be used in relation to the Relevant Standards and Job Description

	
	Essential
	Desirable



	Qualifications 


	· Good level of numeracy and literacy 


	Level 2 Qualification in English and Mathematics (eg GCSE grades A* - C or Level 2 Literacy and Numeracy equivalent)5
NVQ Level 2 Customer Services
or
NVQ Level 2 Business and Administration
or
ICT Level 2 qualification
or
Support Work in Schools Award 

	Experience
	· Customer facing role

· Team work

· Collecting and recording money 
	· Knowledge and understanding of children and young people (this could be as a parent)

· Experience of working in an office environment



	Knowledge and Understanding
	· How to establish respectful relationships with children, young people and adults

· Different methods of effective communication to different audiences
	· Banking procedures

· School management

· statutory requirements of legislation concerning Safeguarding, including Child Protection, Equal Opportunities, Health & Safety and inclusion




	Skills


	· Promote the school’s aims positively

· Establish and develop appropriate relationships with children and young people, parents,  staff and governors 

· Communicate effectively (both verbally and in writing) at all levels to a variety of audiences e.g. pupils, staff, parents, visitors;
· Promote a positive working  environment
· Be able to prioritise workloads; have excellent time management and organisational skills
· Be able to work under pressure and meet deadlines
· Produce accurate work
· Be able to use initiative
	


