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Exeter School

Exeter School invites applications for the post of 

OFFICE ASSISTANT

Applications will close at midday on Friday 12th January 2018 
Interviews will be held on Thursday 18th January 2018
Employment to start as soon as possible


Exeter School is an independent, fee-paying, co-educational school for ages 7-18, with 920 pupils.  The School has an excellent record in the academic, sporting and extracurricular areas. It values its links with the local communities and many School facilities are used by local groups. It stands in 25 acres of ground in an open position less than a mile from the city centre. The School employs over 180 people.

The Vacancy

Exeter School is seeking an Office Assistant in the Bursary.  This is a part time post working two days per week all year (including inset days) with an additional half day during term time and 10 additional days during the holidays. 


The Appointment

The opportunity has arisen for an Office Assistant in the Bursary at Exeter School.  This is an important and very busy position within the Bursary to provide the general support to ensure the day-to-day functioning of the School, in support of the Bursar and his staff, and includes a wide range of tasks involving pupils, parents and staff.  This person should be committed to the aims of Exeter School, and be willing to show interest, initiative and motivation to contribute to the school community as a whole.


The Bursary

The Bursary plays an important part in the day-to-day running of the school, and in particular the non-academic side of the School.  It is also a central focal point for parents, pupils and staff, and a wide variety of information passes through the Bursary each day.  The Bursary also has the First Aid Room within it, and Bursary office staff assist the School Nurse with administering First Aid. 



Main Responsibilities

Under the direction of the PA to the Bursar, duties will include (but will not be restricted to) the following:  

· Switchboard and telephone duties

· Reception duties to include handling of inquiries from current and potential parents and pupils and the typing of routine letters

· The maintenance of an efficient office system 

· [bookmark: _GoBack]General administrative support including the non-academic aspects of pupil administration (e.g. the maintenance of pupil records, photocopying etc.) and staff administration (e.g. the maintenance of various staff records)

· The provision of First Aid support to pupils and staff,  for which the appropriate training will be given

· Provide direct administrative support to the Bursar and Clerk to the Governors

· Assisting in the running of the stationery shop with the Bursary, and the monthly balancing of sales 

	Dealing with petty cash – i.e. use of till and issuing of loans

· Assisting in the preparation of tickets for school events

	  The passage of information to members of staff, parents and pupils

	Preparation of internal and external mail prior to despatch 

	Support to the Headmaster, Bursar and the Registrar

· The handling of email inquiries from current and potential parents and pupils, and members of the public

	Liaising with other administrative, maintenance, catering, cleaning, First Aid and support staff

	From time to time, help with social activities 

	All of these duties will, from time to time, involve visits to other offices and locations on the large school site.


The successful applicant must have sound clerical and administrative skills, be computer literate and competent in the use of Microsoft Word.  The school uses Microsoft Office and a specialised school database package, iSAMS.  Routine tasks such as helping to keep the database up to date are undertaken as required.  The applicant must be able to multitask, work to tight timescales and be sufficiently flexible to cope with changing priorities.  The ability to write good, clear English is essential.  


The position involves personal and telephone contact with parents, staff, pupils and members of the public, and the person appointed should have a good telephone manner.  The ability to maintain confidentiality is essential, as are punctuality and a sense of humour and being able to work under pressure.  

The tasks may from time to time be amended by the School and, in addition to the duties set out in the Job Description, the post holder may be required to undertake additional or alternative duties as necessary to meet the needs of the school.

The place of work will normally be at Exeter School but the Governors reserve the right to require you to work at any premises within three miles of your principal place of work.


TERMS AND CONDITIONS

Hours of work

The Bursary is operative throughout the calendar year.  This is a part time post working two days per week all year (including inset days) with an additional half day during term time and 10 additional days during the holidays.  Normal hours of work are 8.15am until 5pm on Thursdays and Fridays with an hour for lunch.  Additional hours, term time only, are from 2.00pm until 5.00pm on Wednesdays.  Some weekend and evening work, for which overtime will be paid, will occasionally be required.


Holidays

The entitlement is for 12.5 days paid holiday, in addition to public holidays. Holidays must normally be taken outside of term time.  The holiday year runs from 1 September until 31 August.  Holidays must be agreed in advance with the PA to the Bursar.


Salary

The salary offered is £9.60 per hour, equivalent to a full-time annual salary of £18,720. It will be paid in arrears via BACS to the employee’s nominated account in twelve monthly instalments by the last day of the month.  All salaries are reviewed annually on 1st September.  


Sickness absence

Statutory Sick Pay will be paid subject to the following conditions: for absences of seven or fewer calendar days, a completed self-certification form is required; for absences of more than seven days a fit note stating the nature and likely duration of the sickness is to be obtained by the eighth day of absence and sent to the Bursary. For the purpose of calculating statutory sick pay, ‘qualifying days’ are those days on which the employee is normally required to work.        
  


Pension

The post holder will be eligible to join the School’s group personal pension scheme after three months in post. Currently, the School contributes 8% of salary (13.5% after five years), and the employee 3.5% (6% after five years).


Child Protection


Exeter School is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening, appropriate to the post, including checks with past employers and the Disclosure and Barring Service.

Employment is subject to the receipt of two satisfactory references provided specifically for this post and addressed to the School, and to a satisfactory Criminal Records Bureau Disclosure.   
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