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Job Description 

Job title: Primary Admin Assistant. 

Responsible to: Primary Admin Manager

Grade: GS3

Hours: 35 hours per week. Term time only plus 20 days. 1hr unpaid lunch.  

Main purpose of job: 
To support the effective running of the primary school function as well as to support whole school administrative activities. 
 
Main responsibilities: 

Communications and administrative services 
· Deal proactively with all incoming and outgoing correspondence, forwarding to the appropriate person in order to ensure that a timely response is made to all communications. 
· Prepare and send out electronic communications to parents 
· Provide administrative support for all areas of school life including maintaining records of extra-curricular activities, sports fixtures and after school club (OWLs) 
· Always ensure a warm and professional welcome for all visitors and callers to the school. Receive visitors, incoming telephone calls, emails and other messages and respond on to routine enquiries, passing on messages to appropriate members of staff, and ensuring that all callers receive an appropriate response within required timescales; ensure that confidential and sensitive issues are dealt with in an appropriate manner. This will include providing reception cover at times.
· Collect children from their classes for appointments, deliver messages and possessions to children and staff.
· To assist with other general administrative tasks as requested by the Administration Manager, including ad hoc projects or administrative work and cover for other staff absences.

Attendance  
Working with the Primary Admin Co-ordinator:
· Ensure all absences received via absence emails or telephone calls are logged into the school’s electronic pupil database system as a daily priority ensuring parents and missing pupils are contacted in line with safeguarding procedures.
· Communicate with staff on issues related to attendance. 
· Process future absence requests in conjunction with school rules and in discussion with the appropriate member of Primary staff.
 
Management of resources
· Ensure that the Primary School offices and reception area are welcoming, efficient and tidy environments, which facilitate the smooth, effective day to day business of the school.  
· Assist with ordering stationery supplies for the Primary office and assisting with general stock orders for the teaching staff.  
· Ensure the effective storage and management of lost property for the primary school. 
· Photocopy and prepare documents as required.
· To assist with other general administrative tasks as required.

Pastoral Care
· Provide a supportive and sympathetic point of contact for the school community (including parents and pupils), summoning assistance as required.  
· Adhere to all safeguarding arrangements so that pupils stay safe, are healthy, make a positive contribution, enjoy and achieve.  
· Protect pupils from bullying, harassment or discrimination, and promote good behaviour.  
· Support the provision of a safe environment and secure school site.  
 
General:  
· This job description does not define in detail all responsibilities and the responsibilities and activities in the job description may be varied to meet the changing demands of the school at the reasonable direction of the Principal.  
· All staff employed by The Grammar School at Leeds are expected to take responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible or with whom they come into contact. 
· All staff should be aware of the school’s health and safety policy and implement it as appropriate. 
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Person specification
  
Qualifications & attainments  
  
1. Educated at a minimum to level 2, GCSE grade C/4 or above in maths and English (or equivalent).  
  
Experience & knowledge  
  
2. Administrative and office experience (desirable)
3. Experience in providing customer service (desirable)
    
Skills & qualities  
 
4. Excellent communication skills with the ability to build sound relationships with pupils, parents and staff.  
5. Organisational and administrative skills, with the ability to remain calm under pressure and work to tight deadlines; systematic in approach to tasks, with attention to detail. 
6. [bookmark: _GoBack]Excellent IT skills in Microsoft office, including Word, Excel, Outlook and Power point. 
7. Friendly, approachable and patient with the ability to relate well to others. 
8. Openness to new ideas, practices and adaptable with a ‘can do’ attitude.  
 
Values & ethos  
  
9. Willingness to take responsibility for your own work and awareness of how this affects other team members  
10. Commitment to child protection and the promotion of a safe environment for children and young people to learn in  
11. Commitment to the school’s support and promotion of equality and diversity  
12. Commitment to continuous self-development and a willingness to learn  
13. Ability to work flexibly to meet the demands of the job.
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