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Job Description - Office Admin Assistant

Responsible to the Head Teacher and Office Manager

Responsibilities

Communication:

· To answer and implement incoming phone calls and deal with recorded messages
· To deal with incoming and outgoing mail
· Act as a point of contact for parents
· Greet visitors to school
· To maintain the notice boards
· To record prospective candidates & parents details on the MIS system
· To send out prospectuses and information to prospective parents
· To liaise with the kitchen regarding any changes to lunches, allergy notifications, change of timetabling due to trips or sports
· To deal with the school photographers

Housekeeping

· Filing
· To order supplies for the office, teachers and cleaners ensuring they are first authorised by the Senior Administrator
· To ensure that the school mobile phones are charged and always updated with leavers removed, new pupils added and change of phone numbers added.
· To maintain records of permission slips, reply slips from parents.
· To liaise with the cleaners and order stocks when required
· To support the Senior Administrator to maintain stock list of first aid held on site.
· General good housekeeping of the school common areas, particularly the corridor 
· Staff room refreshments maintained
· To liaise with the handyman (Derek) for small jobs/salt for winter months
· To maintain copier/duplicator and laminator through liaising with the contractor
· To support new staff members in using the photocopier through managing codes and permissions
· To maintain and update regularly school lists, lunches, allergies list.

Pupil Absence

· Manage arrangements for pupils that need to be sent home 
· Ensure that parents complete the necessary paperwork for dropping off/collecting after registration
· Ensure absence requests are addressed to the Office Manager and the Head in writing
· Advise Form teacher of any pupil absence received by email or phone



[bookmark: _GoBack]First Aid and Health & Safety

· to liaise with health and safety designated person and welfare office regarding maintaining first aid stock levels and ensuring stock list is kept up to date.
· Ensure all medication is up-to-date
· put safety signs up in common areas if necessary
· contact builders if the need arises for immediate action for any reason, subject to authorisation
· all visitors or parents visiting should sign in and make a visitors badge for them.

LUNCHES
· to supervise the children in the lunch hall and in the playground during lunchtime 
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