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JOB DESCRIPTION

Name:




Post Title:

Administration Assistant (Reprographics)

Responsible To:

Office Manager
Salary Scale:

Scale 3, 32.5 hours per week, term time only (08.30-15.30)
Main Purpose of the Role

To provide effective administrative support to the General Office function and be lead point of contact for reprographics support within the school, working in partnership with the General Office Administrator and the Office Manager to maximise efficiency. To be collectively responsible for the upkeep and effective running of the General Office. To provide frontline services and deal with enquiries on the telephone. To assist in the General Office function across the whole school, dealing with administration and secretarial duties as and when required. 

Main Duties of Post

· Principally to work as the first point of contact and for whole school reprographics 

· To undertake all photocopying across the school managing both online and manual requests from staff.

· Organising and producing accurate copying in a timely and efficient manner.  Prioritising urgent and non-urgent requests.

· Liaising with the Photocopying company and IT department as required.

· Monitoring paper, printing and copier usage of school users and working with School Business Manager to minimise costs.

· Main switchboard duties including dealing with answer phone messages

· Organising and producing the half termly newsletter ensuring standard formatting and grammar, spelling and punctuation
· Organising and producing copy for general school noticeboards

General Duties
· First Aider (including defibrillator & administering medication)
· To use Bromcom to contact parents/carers

· To provide general secretarial support for the school as required

· Cover for colleagues including visitor reception and lead first aid
· Maintaining central records on the Hub, eg. minibus, Conference Room, Staff Meeting Room and mobile phone bookings

· Hospitality for meetings, visitors and interviews

· Dealing with student enquiries

· Production of parental letters and distribution of

· Sorting and distribution of incoming post

· Communication to parents via Bromcom

· General Office tasks, eg. laminating, production of learning resources, etc including recording of charges

· Exam invigilation
Any other duties that fall within the remit of this post.
Contacts

In all contacts the post holder will be required to present a good image of the school, deal with people in a professional manner and maintain constructive relationships.
Internal:
Staff colleagues



Students

External:
Parents



External agencies

Equal Opportunities Policy
Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the school will include the following:

· To play a positive role in the life of the school community;
· To maintain a high standard of discipline, appearance, punctuality and commitment in all students;

· To promote parental and community involvement in the life and work of the school

Notes:

· The School reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.

· The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy.
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