Woolston Brook School
Job Description

Job Description
The post is ideal for an enthusiastic and cheerful person, capable of working under pressure in an environment which is subject to constant interruptions.  The post demands qualities of tact, integrity, confidentiality and dependability.  This job also requires the ability to prioritise and manage a large workload and be able to work on your own initiative or as part of a team.
Principal Responsibilities

1. Providing the initial contact with parents and outside agencies and relaying all messages as appropriate.

2. Maintaining all pupil records in the schools MIS and maintaining office records and pupils files.
3. Maintaining all documents and lists currently used in school.

4. Daily collection of dinner monies together with all record keeping.  
5. Maintaining the free school meals’ data base and follow up of dinner money arrears.

6. Administration of Exam entries.
7. Ensuring photocopier, phones and office equipment are maintained. Reporting breakdowns etc.

8. Ensuring keys, booking sheets for mini buses are kept up to date.

9. Preparation of brochures etc for school events.

10. General clerical admin duties as requested.

11. To manage the process for communicating to staff, which of our parents have objected to their child’s photograph being used in school, ensuring GDPR legislation is adhered to.

12. Completing the Pupil Census

13. Generating the Unique Learner Number when pupils turn 14

14. Setting up new pupil files

15. In the absence of the Attendance and Finance Officer to pick up any reasonable finance related task as instructed by the School Business Manager
16. Any other reasonable task requested by the SLT
POST DETAILS:


Job Title: Generic Administrative Assistant	





Grade : JE Grade 5	





Location of Work: Woolston Brook School	





Directly Responsible To: Head Teacher, Business Manager	





Directly Responsible For: Reception Duties including general administrative duties 





Hours of Duty: 37 hours per week, Term time only. Monday to Thursday 8.00-16.00 and Friday 8.00-15.30.











