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JOB DESCRIPTION

Administrative Assistant 

HAY Grade 4 Spine Point 4 to 9 £22,398 to £24,486 (Pro Rota)
Working Pattern: Term Time only (TTO 39 weeks + holiday)
Working hours: 8.30am to 4.15pm Monday to Friday
(Subject to change by the Academy Trust)

RESPONSIBLE TO: The School Business Manager

Goose Green Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Purpose of the post

To support the aims and ethos of the school by providing an administrative service within the school, in particular:

1. To support the collection storage and retrieval of pupil information to ensure the legal requirements are met.

2. Ensuring parents are informed and the required management information is available to the school. 
3. Assisting with the smooth efficient running of the school office.
Reception & Admin Tasks

· Ensure all visitors and telephone enquiries to the school are dealt with in accordance with school standards and procedures required.

· Update the school database with pupil and parents data.

· Deal with pupils & first aid

· Assist with the school intake reception, nursery and in year admissions

· Assist with the completion of School Attendance Registers

· Maintain the photocopiers 

· Deal with daily deliveries 

Finance

· Complete banking of all monies for school 
· Complete the Free Healthy School meal financial return
· Input and pay invoices and cheque payments

· Issue payment receipts & maintain the trip payment register 

· Update and maintaining the Free School Meal register, relating to Pupil Premium

· Raise school orders of behalf of staff and senior management team.
Communication

· Complete & Publish the school weekly newsletter

· Text parents & Carers

· Update the school electronic notice boards

· Daily Tweets via the school Twitter account

Other Responsibilities:
· Liaise with school kitchen regarding school lunches
· Ensure that the returns required by the LA/DfE are completed in accordance with regulations. 
· Liaison with the office manager regarding pupil absence
· Support the SENCO/Inclusion Manager with reports e.g. typing up minutes of meetings

· Any other relevant duties consistent with the post that may not be listed here.

	Task
	Essential
	Desirable

	Knowledge of SIMS
	
	· 

	Use of Word, Excel, Publisher & Outlook
	· 
	

	To use your own initiative 
	· 
	

	Working in a School Environment
	
	· 

	Working as a team
	· 
	

	Strong organisation skills
	· 
	

	Ability to communicate with people effectively
	· 
	

	Enjoy working with children
	· 
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