[image: image1.png]g Abbey Park

Primary Academy





Abbey Park Primary Academy
JOB DESCRIPTION 
The information given in this job description is intended to give both postholder and management an understanding and appreciation of the workload of this job and its role within the organisation.  The job description outlines main duties and responsibilities under broad headings only, as it is not possible to specify every item in detail.

Post Title:  Administration Assistant
Post Grade:  Scale 2
PRIME OBJECTIVES OF THE POST:

Responsible to the Office Manager and Principal, to assist in the general administration of the school, including the ordering and control of stock, the maintenance and completion of all school records and other general tasks commensurate with the post of Assistant Administrator.

SUPERVISION RECEIVED:

From the School Office Manager, from whom the postholder will receive instructions and report on the progress of the work.

DECISION MAKING:

To establish the priority of administrative tasks in their workload on a day-to-day basis.

RESPONSIBILITY  FOR ASSETS:

Access to some confidential files, finance including the administration of dinner money, milk, visits, etc.

Responsibility for all items of equipment and machinery within the school office.

Main purpose of job:

1. To support the School Office Manager in the administration of the school systems.

2. To assist in maintaining the IntegrisG2.

3. To assist in managing the pupil ordering, financial and record keeping aspect of the school’s meals service.

4. To assist in maintaining the school roll.
5. To maintain staff, pupil and parent information on IntegrisG2 and Inventry systems to include arranging Staff ID Badges and maintaining accurate records.
6. To collect money and maintain records in relation to school trips, school photographs and events.
7. To manage visitors in school.

Key aspects of the job:
To be supportive of the Academy aims:

· To adhere to the Academies health and safety procedures and policies, placing the safety of the children as first priority.
· To work within timetables.
· To be flexible and adaptable.
· To work professionally as part of a whole school team.

· To maintain professional standards in relation to confidentiality and relationships with colleagues.

· To take part in training designed to assist in developing skills and knowledge required for the role.
Duties and responsibilities:

1. To assist in maintaining the effective administration of the Academy systems:
· To assist in the administration of orders for goods.
· The collection of school meals cash and related financial tasks, the control of daily school meal orders, liaison with the Benefits Assessment Unit concerning free school meals, the maintenance of school meals registers, and the banking of cash.

· The control and maintenance of other cash collection and disbursement procedures as required and collections relating to school visits, photographs etc.

· Assist in the maintenance of all school records relating to staff and pupils, the processing of registration and absence information.

· To undertake reception duties including visits and telephone enquiries by parents, visitors, contractors, company representatives and others.

· Assist with the administration and organisation of annual events such as parents’ evening’s appointments, new pupil/parent inductions.

· To assist in the production and distribution of newsletters, other photocopying and posting of correspondence.

· To take telephone messages and ensure that they are passed on efficiently and effectively.

· Open and distribute post, emails and the electronic packet with strict regard to confidence.

· Maintain school diary and coordinate with Head Teacher, teaching staff, site manager and PTFSA.
· Distribute and process pupil medication forms and pupil accident forms. Inform parents immediately of any head incidents.

· Communication with parents regarding unexplained absences.

· To carry out any other duties commensurate with the post as and when necessary.

2. To assist in maintaining the IntegrisG2 database 
· Update Integris in relation to pupil data, school information and staff details.

3. To assist in pupil ordering, financial and record keeping of the school’s meals service.

· To reconcile the dinner registers and dinner money.
· To ring in dinner numbers to the supplier, order packed lunches for trips.
· To notify parents of late payments on a weekly basis.
· Maintain pupil medical file and update kitchen staff of any allergies.

4. To assist in maintaining the school roll 

· To ensure that prospective parents receive the schools information booklet and admissions forms.
· To assist in submitting admissions data to the LA.
· To assist in notifying parents when the school receives admissions lists from the LA.
· To assist in maintaining the schools admissions register.

· To assist in notifying parents of dates for reception parents evenings.
· To prepare and distribute class lists.
· To maintain contact details for each child in school.
5. To collect money and maintain records of school trips, school photographs and events.
· To assist in making payments, collect, count and maintain records of payment and where received from.
6. To manage visitors in school.

· To supervise the admission of visitors into school, issuing visitors badges though the Inventry system.
· To check the school diary to ensure visitors are expected and to check the identification of unfamiliar visitors.

· To ensure that visitors are entered in and out of the schools visitors’ book.

· To ensure that all visitors are well managed during their time in school.

