	POSITION: 
	Administrative Assistant, including receptionist clerical and finance support 

	REPORTS TO: 
	Executive Head Teacher
(delegated to HOS and SBM) 

	RESPONSIBLE FOR: 
	Provide welcoming, supportive, efficient administrative and financial support to the parents, children, staff and visitors

	GRADE: 
	5 (36hrs + 41 weeks per year)


	KEY PURPOSE OF THE JOB 
The Administrative Assistant will:

· be responsible for receptionist duties and administration to ensure in the smooth running of all school office services and functions. 
· support the School Business Manager with finance inputs, outputs and orders. 
· be responsible for and organise, monitor and manage the register for the extracurricular after school clubs, breakfast club and school dinner monies collection.
· Manage and input above information onto the school data base.
· be responsible for maintaining pupils’ medication database


	

	RECEPTIONIST DUTIES AND ADMINISTRATION

	·  Be responsible for receptionist duties, including welcoming pupils, parents, staff and visitors.
· Be responsible for organisation of all office systems e.g. sale of book bags, uniform, swimming hats etc that support pupils and parents.
· Be responsible for supporting parental enquires.
· To assist the Senior Leadership Team in all aspects of the school, including contacting parents and pupils  where necessary, liaising with the Senior Leadership Team on outcomes 

· To be accountable for the sending of MIS messaging communications to all parents required to be contacted with regard to school information and notifications. 


	SUPPORT FOR THE BUSINESS MANAGER

	· Process purchase orders, receive delivered goods and process invoices for the main school. Liaise with suppliers with invoice issues.
· Co-ordinate the purchase of goods and supplies, ensuring that the school obtains best possible value for money from suppliers and contractors which includes responsibility for the sourcing of suitable suppliers for best value products in relation to ordering of school equipment items 

· To be responsible to School Business Manager for the receipt, safekeeping and banking of all monies received by the school including counting of monies received and the completion of related paperwork in connection to the banking records 
· To be responsible for the ordering of school uniforms and undertake written and oral communication for liaison with parents in connection to this. 

· To be responsible for the collection of school journey monies and all required liaison with parents in connection to this collection, including providing parents with letters for payment to the school or management of online payments
· Producing weekly cheque runs/bacs runs ready for authorisation by SLT
· Update the financial software with the cash/online/bacs receipts and expenditure other than invoice such as direct debits and bank charges on a weekly basis, with support of the SBM



	SCHOOL DINNER MONIES COLLECTION

	· Produce daily school dinner requirements and inform kitchen in the required time frame.
· Collect and count school dinner monies and/or manage online payments for dinner money, and organise monies ready for banking if necessary.

· Maintain pupil accounts, including ensuring up to date and accurate Free School Meals records, including liaising with the benefits section and chasing any non-payments.
· Tally Dinner numbers on a weekly basis with the invoice to ensure accurate payments. 

· Inform the kitchen staff of any INSET days or alternative arrangements as appropriate. 


	SUPPORT FOR TEACHERS

	· Produce standard letters and amend on request
· Type up documents, letters etc. as necessary.
· Lead and manage the school’s medication and administration and database

· Liaise with school nurse and outside agencies regarding all pupil care plans

· Inform and liaise with parents regarding updating medication and care plans making sure that no medication has expired. 


	SUPPORT FOR THE SCHOOL

	· Required to carry out all reasonable duties and responsibilities of the post in accordance with the Councils’ policies and procedures and standing orders.

· Enactment of Health and Safety requirements and initiatives as appropriate
· All employees are required to declare any conflict of interest that may arise before or during their employment.

· Any outside activities, either paid or unpaid, must not in the view of the School conflict with or react detrimentally to the Authority’s interest, or in any way weaken public confidence in the conduct of the School’s business.

· Undergo and meet school conditions for a satisfactory enhanced CRB check.

· Must comply with all equality legislation, policies and procedures; actively promote ways of eradicating and challenging racism, prejudice and discrimination through the School’s policies and procedures.

· To have due regard for safeguarding and promoting the welfare of children and young people, and to follow the child protection procedures adopted by the Southwark Safeguarding Children Board.

· Ensuring work is line with the School's Green Commitment Policy goals.

· Being aware of responsibilities under the Data Protection act for the security, accuracy and relevance of information held and maintained.

· Treating all information acquired through your employment, both formally and informally, in strict confidence

· To demonstrate a commitment to good customer care.
· Any other duties of an appropriate level and nature will also be required. 


	Person Specification
	Essential


	Desirable

	Qualifications and Experience

	Experience of administration in a similar public sector environment.
	√
	

	
	Experience of school staff and pupil databases


	
	√

	
	Experience of financial procedures, cash handling and cash security in a similar public sector environment 
	√
	

	Knowledge
	A sound knowledge of computer MIS and finance software

	√
	

	
	Knowledge of co-ordinating and delegating the work of a team.


	√
	

	
	Up to date knowledge of local government computerised school databases
	
	√

	Skills
	Good Numeracy/literacy skills


	√
	

	
	Ability to communicate with care and discretion with persons at all levels and be professional at all times. 

Ability to relate well to children and adults


	√
	

	
	
	√
	

	
	Ability to work pro-actively to achieve efficiency and effectiveness of a team of staff


	√
	

	
	Ability to organise one’s own tasks with minimum supervision.


	√
	

	
	Ability to use ICT effectively and to a high standard to support the school’s work.


	√
	

	
	Ability to self-evaluate learning needs and actively seek learning opportunities
Ability to work to work to deadlines independently. 

To manage own workload and be able to prioritise tasks

	√
	√
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