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Job Description – Administrative Assistant
Post:


Administrative and Finance Assistant

Reporting to:

Business Manager

School Type:

Charity Run Independent School

Salary:


£26,409  - £27,711 (FTE)
Working time:

Part time

Disclosure Level:
Enhanced

Main Responsibilities: 
· Provide high quality administrative support to the day-to-day operations of the school
· Enter financial data onto Xero accounting software 
· Carry out financial administrative tasks in line with the school’s policy and procedures
· Administer the schools MIS system to ensure accurate, timely and secure data management
· Receivie visitors and handle telephone and email enquiries 
· Filing, printing and photocopying.
· Assist with organising the afterschool, parents evenings and other meetings and events, including the organisation of rooms and equipment
· Filing and archiving of documents
· Communication with other office personnel to ensure smooth handover/running of the office
· Monitor and maintain child attendance registers

· Assist with development of a paperless school

· Work collaboratively with other office staff to ensure smooth handovers and the effective running of the office

· Contribute to the development and improvement of administrative systems, including digitalisation and workflow efficiency

· Carry out any other reasonable duties consistent with the nature and grading of the post

The Connie Rothman Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

The Connie Rothman Learning Trust
                                            
Registered Charity 1171812


