RUSSET HOUSE SCHOOL
JOB DESCRIPTION

POST TITLE:
Part-time Administration Officer
GRADE:
Scale 3, points 14-17
HOURS:
24 hours a week [excluding half-hour break for lunch everyday] Monday to Wednesday inclusive
SALARY


Maternity cover fixed term: £12,438 - £13,081 pa 

52 weeks per year, 24 days annual leave
RESPONSIBLE TO:

Office Manager
PURPOSE: 

To provide range of administrative support for the school office and Senior Leadership Team
Specific responsibilities:
· To be the organisational lead in supporting the Senior Leadership Team in the arrangement of Review Meetings including the preparation and distribution of reports and Education Health and Care Plans for review meetings, to check minutes taken at review meetings and circulate completed minutes and annual review forms.

· To monitor Behaviour Watch and complete online Accident Reporting submissions,  liaising with staff and the Senior Leadership Team as necessary to ensure there are accurate records
· To undertake the specific roles of the Full-Time Administrative Assistant during periods of absence including the following:
· To have overall responsibility for the reception area, including processes and procedures.

· To oversee the stock of school uniform including taking inventories, managing payments and placing orders.

· To assist a member of the Senior Leadership Team on a daily basis to arrange classroom cover for absences etc.

· To undertake the specific roles of the Part-Time Administrative Assistant during periods of absence

Other duties

· To support the office in being a first point of contact at the school reception area and to be the initial point for enquiries, by telephone or in person, ensuring security procedures are adhered to.  To provide information, take messages or advise as appropriate.

· To open and distribute post daily, including use of the franking machine.

· To ensure that initial and continuing contact with parents and visitors is welcoming, courteous and professional.
· To assist the Office Manager to maintain an up-to-date record of pupils and staff on the school’s management information system (Integris) together with pupil attendance records.

· To assist the Office Manager to maintain pupil’s files for new admissions and leavers ensuring new pupils’ information from previous schools/ outside agencies is correctly filed and leavers’ information is sent out as required.

· Place orders for materials, equipment and equipment repair and ensuring incoming deliveries are matched with outstanding orders.

· To sign in deliveries, check and arrange for distribution.
· To undertake general administration duties such as filing, typing, emails, website support, school calendar, photocopying, laminating, scanning, shredding etc.

· To receive the registers, check absence notifications and input school meals data onto relevant spreadsheet.
· To liaise with Health Services to arrange medical, dental and dietary appointments.
· To minute meetings as required, including staff meetings and Governor Committee meetings
· To maintain confidentiality and discretion at all times.
· To carry out any other reasonable duties as requested by the School Business Manager or Office Manager
All schools in Enfield are committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within Enfield are expected to share this commitment.

