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JOB DESCRIPTION

	JOB TITLE: 
	Administrative Assistant

	HOURS: 
	18 hours

	SALARY BAND: 
	Band C

	CONTRACT TYPE:
	Part-time, term-time only

	REPORTS TO:
	Office Manager / School Business Manager

	RESPONSIBLE FOR:
	N/A




MAIN PURPOSE
To contribute to the efficient running of the school, providing administrative support under the direction and guidance of the Office Manager and working closely with our attendance team to support whole school attendance strategies. 

DUTIES & RESPONSIBILITIES
Administration
· Respond to telephone calls regarding absences of students and updating the school MIS system in an efficient manner to ensure absence notifications are sent promptly.
· Work closely with the attendance team under the direction of our attendance officer in delivering a whole school approach to attendance.
· Operate as the first point of contact to welcome all visitors to the school including parents and other visitors.
· Respond to all reception and visitor enquiries.
· Support the security of the school by managing the entry system security, maintain all student and visitor arrival and departure records and checking and recording DBS details as appropriate.
· Respond to all telephone enquiries, take messages or direct calls and distribute information as appropriate. 
· General clerical support, including filing, switchboard duties, word processing and distribution of documents to staff.
· Liaise with pupils, parents/carers, staff and external agencies.
· To work on all aspects of Arbor relating to student records, timetables and attendance.
· Sort and distribute incoming mail and prepare outgoing mail.
· To assist with the collection of money to be paid into School.
· To be responsible for the administration of First Aid to students, submission of Accident Reports, recording details of pupils sent home/hospital sick and arranging the transport of sick students.  Liaising with parents (or guardians) / staff regarding the transfer of confidential information.
· To treat all information relating to pupils and school matters as strictly confidential and to refer all enquiries and concerns to the Office Manager or Head Teacher.
· To manage the process of allocating lockers to students.

Responsibilities
· Be committed to the safeguarding and promotion of welfare of children and young people.
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, equal opportunities, reporting all concerns to an appropriate person.
· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment.
· Contribute to the overall ethos/work/aims of the school.

· Establish constructive relationships and communication with all staff and other agencies/professionals.
· Participate in training and other learning activities and performance development as required.
· To ensure the office and your work area is a tidy and safe workspace.

The job description is not necessarily a comprehensive description of the duties required but outlines the main
responsibilities of the post and you may be asked to undertake any duties commensurate with the grade of the post.

To undertake any duties commensurate with the grade of the post.

The Headteacher or postholder may seek a modification of the job description at any time.
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