      Brookland Junior School

ADMINISTRATIVE SUPPORT JOB DESCRIPTION

	Service:
	Education

	Location:
	Various – Community Schools within London Borough of Barnet

	Job Title:
	School Administration – Level One

	Grade:
	B 

	Salary
	£25639 FTE

	Reports to:
	School Business Manager/ SLT


Each member of the admin team works with the Head Teacher, all staff and governors to develop and promote the school as a positive place of learning with high standards, where all members of the community are valued and all aspects of achievement recognised.

The primary role is supporting year group teams and the office team with administrative tasks and to cover other admin team roles or occasionally TA roles for short periods.
Duties will be carried out in accordance with relevant school policies and procedures, including Code of Conduct, Health and Safety, Child Protection, Equality, Behaviour, GDPR and Financial Management.
The Admin. Support post holder’s duties are:

To support year group teams with administrative tasks including:
· Photocopying and collating resources
· Producing booklets, laminating, creating titles and backing work for classroom displays
· Putting up displays in shared areas

To support the office and welfare team with general administrative tasks to ensure an efficient and effective administration service to the school tasks including:

· Using office equipment, such as photocopiers, printers, fax, laminators etc
· Reception support to the school and visitors and/or the provision of general clerical and administrative duties as needed, answering the phone taking and passing messages.
· Sending emails via the school’s parent emailing system.

· Checking stock levels and putting away new stock

· Holding a current qualified First Aid at Work qualification in order to cover Welfare Room role on occasion
· Administer  First Aid, deal with minor illnesses of children and contact parents as necessary e.g always for head injuries
· Lunch time cover 12.00 – 1.20pm daily

Essential requirements for the post include:

· Experience of or willingness to train as required, e.g. knowledge of school, school policies and procedures and first aid training.
· Ability to organise, plan, and deliver work that is usually completed on a daily basis, e.g. managing own workload, ensuring deadlines are met, prioritising tasks and planning for known events.
· Building and maintaining effective working relationships with colleagues, parents and children to ensure the appropriate level of service is provided

 Flexibility

The jobholder may be required to carry out other reasonable duties commensurate with the grade, as requested by line manager.

This job description is not exhaustive and may change as the post or the needs of the School develop. Such changes will be subject to consultation between the post holder and their manager and, if necessary, further job evaluation.

 The Council’s Commitment to Equality

To deliver the council’s commitment to equality of opportunity in the provision of its services. All staff are expected to promote equality in the work place and in the services the council delivers.

Head Teacher……………………………….

Teacher………………………….

Date……………………….                                                                                               Update 11/2017
