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 JOB DESCRIPTION

	JOB TITLE


	Administration Assistant

	SCHOOL
	Foxford School 

	GRADE
	Grade 3 £21,189 - £22,369 pa FTE

	HOURS
	Full/part time hours will be considered, Term Time only plus one week (teacher training days).
Working pattern is flexible and can be discussed further at interview


Job Purpose: 

To provide an effective and efficient reception and administration support service to the school, with a focus on school attendance. 
Duties and Responsibilities
Receptionist Duties
1. Provide an efficient and welcoming reception service for the school, being a point of contact for both telephone and face to face enquiries.
2. To ensure school security arrangements are always complied with, including the use of the electronic signing in system and issue of visitor’s badges.

3. To accept and sign for deliveries as appropriate, checking items against delivery notes.

4. To administer first aid and medicine to students as required, in keeping with the school’s policy.

5. To liaise with parents regarding students’ sickness / injury. 

6. To operate the switchboard, receiving and transferring calls, and taking messages as required and ensuring they are distributed promptly by email.

General Administrative Duties

7. To provide assistance to parents and staff with queries with the school catering system.
8. Provide administrative support with duties such as photocopying, laminating, typing letters and sending out of information as directed by school staff.
9. Monitor and maintain school stationery supplies, completing order forms when necessary.
10. Support with the maintenance of pupil records, including adding new students and maintaining registers.
Attendance Administration Duties

11. Under the direction of the school Attendance Officer, be responsible for the administration of   attendance data, to include:

12. Maintaining and updating accurate attendance records. 

13. Receive calls and notices from parents when a student has a planned absence.

14. Telephone parents when a student is absent from school without prior notice.

15. Ensure staff have completed registers in a timely manner, notifying them when a register is missing.
16. Provide attendance reports as necessary.

General

17. Undertake any training which may be required to operate existing equipment or new equipment which may be purchased.
18. Carry out the duties of the post with due regard to the School’s Equal Opportunities Policy, and Health and Safety Legislation.
19. To be accountable for promoting and safeguarding the welfare of students responsible for, or who in contact with.

20. To be available on an occasional ad hoc basis to take part in school trips, taking responsibility for a group of students.

21. Fulfil any other tasks reasonably requested by the line manager.

Postholder reports to
: 
Senior Administrator
Level of supervision
: 
Under the guidance of the Senior Administrator
PERSON SPECIFICATION

	ATTRIBUTES
	JOB REQUIREMENTS
	Measurement 

	KNOWLEDGE
	· An understanding of equal opportunity issues

· Health and Safety legislation

· Awareness of administrative procedures. Including use of Microsoft word, excel etc 

	A, I
I

I

A, I, R



	SKILLS AND ABILITIES
	· Good organisational skills

· Effective communication skills in order to deal with colleagues, students, visitors and external agencies (in person or by telephone) to assist in understanding and resolving queries

· Maintain accurate records of accidents and treatments given and compile basic statistics.

· Willingness to participate in internal and external training

· Ability to work independently and as part of a team
	A, I
A, I

I

A, I

A,I,R 

	EXPERIENCE
	· Previous experience of working with young people in one of a range of fields including education, youth work, health and social work

· Experience of working in a busy office environment
	A, I , R
A, I



	QUALIFICATIONS
	· GCSE Maths and English (or equivalent)

	A

	OTHER REQUIREMENTS
	· Flexibility

· Self-motivating
· Approachable

· Able to take initiative

· Able to work calmly under pressure 


	

	Safeguarding
	In addition to candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
· Emotional resilience in working with challenging behaviours 

· Attitudes to use of authority and maintaining discipline.


	


A = Application Form, I = Interviews, R = References

This post is exempt from the provisions of the Rehabilitation of

Offenders Act 1974.  A Criminal Record Disclosure will be

required prior to appointment.

