FULL TIME SCHOOL ADMINISTRATOR  (JUNIOR ROLE)
JOB DESCRIPTION
Based at the Upper School- working hours 8.15 -5 pm
Will report to Business Manager and Head
[bookmark: _Hlk115193781][bookmark: _Hlk115193387]General Admin:
· Meeting and greeting parents in a friendly and helpful manner
· Admitting and supervising visitors, ensuring they sign-in 	
· Answering telephone, dealing with calls and fielding calls, making sure answer machine messages are updated
· Open mail and circulate as needed
· Email communications to parents in relation to parents evening, clubs etc.
· Supporting Teachers/TAs with any administrative requirements
· Stationery and janitorial orders
· Collecting invoices for accounts and maintain petty cash
· Ordering food and milk supplies for the children
· Maintain washroom facilities and ensure there are supplies for children
· Troubleshooting any issues in the School and making Business Manager aware of any issues
· Ensuring each member of staff is up to date with regards to mandatory training required in their role and keeping sickness records updated
· Liaising with Finance and HR with regards to any paperwork requirements from Upper School

Supporting the Head
· Maintaining Head and School electronic diary – meetings, parent tours etc
· Organising yearly planner and ensure future events are planned in advance, with head e.g. staff inset days, World Book Day etc.
· Liaising with parents and staff on behalf of the head, as needed
· Secretarial duties/general correspondence
· Reminders to Head around policies requiring updates at the end of the year, meetings etc
· Contacting parents in relation to pastoral care needs of children, as directed by class teacher or SLT eg. If a child is unwell and needs collecting
· Taking minutes of staff meetings

Extra-curricular/Off-site Facilities
 	
· Along with Business Manager and HR, ensure all peri’s have the correct vetting paperwork to be on site and are signed in
· Liaising with Peri’s and ensure Accounts has an attendee register which is kept updated for invoicing purposes 

Attendance and Punctuality for children

· Following up children’s unexplained absences on day one in line with the School’s Attendance Policy
· Ensuring parents/carers sign in Late Book after 9.15am
· Ensuring correct registration codes are used by teachers
· Maintaining attendance and punctuality data through iSAMs: providing updates to Headteacher on request

[bookmark: _Hlk115193468]First Aid 

· Checking first aid supplies are in date during termly inset days, maintain checklist record and order fresh supplies as necessary.
· Checking  expiry dates of children’s individual prescribed medication held on the premises, maintain record of expiry dates, contact parents for replacement mediation when expiry dates approach

Events
 
· Help organise summer fair with staff and parents, along with Business Manager/Nursery Administrator
· Organising staff Christmas meal
· Arranging bookings of venues for school trips and ensuring risk assessments have been completed
· Arranging coach bookings for school outings











