
JOB DESCRIPTION
	TITLE:
	Administrative/Welfare Assistant

	
	

	DEPARTMENT:
	

	
	

	DIVISION:
	William Austin Infant School

	
	

	RESPONSIBLE TO:
	Office Manager

	
	

	GRADE:
	L3


PURPOSE OF POST:
To support the school in its effective discharge of financial and admin matters in accordance with procedures, policy and the legal framework, and to provide welfare support to pupils.

ORGANISATION CHART: Headteacher / Office Manager (Admin/Welfare Assistant (General Assistant/Welfare and Clerical Assistant
PRINCIPAL RESPONSIBILITIES:





           %

	1
	Support the Office Manager in the recording of all financial commitments, the processing of orders and invoices, and the preparation of cheques.  Maintain associated files, records and documentation as requested.

	30

	2
	Supervise and allocate work to the Welfare and Clerical Assistant/ General Assistant, and monitor and address performance issues.  Ensure that systems are in place for the safe storage and management of medications and first aid.  Ensure that all paperwork and letters issued by medical room staff comply at all times with current medical and health & safety advice.

	20

	3
	Provide first aid and pastoral care and assistance for children who are upset, ill, injured, or require personal hygiene-related care in order to minimise distress.  Administer medical procedures for individual pupils as required, for which training will be provided.  Accompany pupils to hospital in the event of an emergency, and ensure that parents/carers are informed.

	15

	4
	Maintain and update the school website and plasma screen, in accordance with agreed procedures.  Manage and administer the school Parentmail system, ensuring that parents’ information is kept as up-to-date as possible on the SIMS system.

	10

	5
	Manage School Fund; collect and prepare for banking money for charity collections and the sale of uniform.  Ensure that the collection of money within the school is performed in accordance with agreed procedures, and that all necessary checks are made and records kept.

	10

	6
	Proof read and write letters, update the school brochure, maintain office resources and consumables to ensure effective operation.  Respond to queries from parents and visitors, taking messages and passing calls to colleagues as appropriate.  

	5

	7
	Carry out administrative tasks relating to the school milk scheme and after-school clubs, including collection of monies and preparation for banking.

	5

	8
	Complete on-line accident reporting using Assessnet.  Manage the first aid budget and the classroom resources budget, placing orders and ensuring that Best Value principles are followed.  As the named school contact for the ‘Free Fruit’ scheme, ensure all arrangements for taking delivery, storage, organisation and record keeping are carried out. Carry out any other duties as required.

	5


DIMENSIONS:
Supervisory Management:
General Assistant, Welfare and Clerical Assistant
Financial Resources:

School Fund, first aid budget, classroom resources budget
Physical Resources:

Office / Medical room and associated equipment and supplies.

Other:



N/A
CONTEXT:

All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

Ensure that policies, procedures and activities are revised and/or implemented in a way that makes sure of equality for all in the way the service is delivered and also reflects the Council’s commitment to work in active partnership with the community to regenerate Luton and improve the quality of life for all its citizens.
ADDITIONAL INFORMATION re: Physical Effort and/or Working Environment

(Insert details if these conditions exceed those normally incurred in a day to day office environment)

Physical Effort: Some frequent lifting may be involved in the need to assist children
Working Environment: There could be a frequent requirement to deal with vomit and bodily fluids when children are unwell. 
Person Specification

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

___________________________________________________________________________________

Essential (E) :-  without which candidate would be rejected

Desirable (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear  examples 

of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience


	Some cash handling experience.

Some experience in the use of IT for financial procedures. Demonstrable clerical experience.

Experience of having worked in a school setting


	1,2

1,2

1,2


	Some experience of using Microsoft Office, including Word.

Experience of working in a school environment.


	1,2

1,2

	Skills/Abilities


	Able to follow and work within procedures and guidelines.

Able to deal helpfully, politely and tactfully with colleagues, parents, pupils and senior management.
Able to check information and maintain accurate records. 
Able to prioritise work tasks to meet deadlines.

Able to add, subtract, multiply and divide, and reconcile expenditure figures.
Able to write straightforward letters and read instructions.

Able to converse with ease with members of the public and provide effective help or advice in accurate and fluent spoken English     
Demonstrable organisational skills – able to manage periods of heavy and conflicting demands.

Able to maintain accurate manual and computer based records.

Able to manage own workload and organise own workload and that of others as appropriate.

Able to work to strict deadlines and targets.

Substantial communication skills.
To deal politely and tactfully with a wide range of people.

To be able to consult with others.
	1,2

1,2

1,2

1,2,5
1,2,3
1,2,5
1,2
1,2

1,2

1,2

1,2

1,2

1,2
	
	

	Equality Issues


	To understand what is meant by Equal Opportunities

To be able to identify common types of discrimination


	1,2
1,2
	
	

	Competencies
	Able to form appropriate

relationships with young people
Appropriate motivation to work with young people


	1,2
1,2
	
	

	Specialist Knowledge

	Knowledge concerning Administration of Medicines
	1,2,4
	Some knowledge of SIMS database.


	1,2



	Education and   Training
	First Aid qualification.
	1,2,4
	
	

	Other Requirements


	Willing to adjust at short notice, the tasks and activities undertaken to meet the changing demands and priorities during work periods.
Able to attend evening meetings as required (e.g. New intake, Open Evening)

	1,2

1,2
	
	


( 1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise )

We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.

The Job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of his/her work, in particular those relating to; 

(i)    Equal Opportunities

(ii)   Health and Safety

(iii)  Data Protection Act (2018)

In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 


· Motivation to work with children and young people; 

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people; 

· Emotional resilience in working with challenging behaviours; and, attitudes to use of authority and maintaining discipline. 

‘The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.


‘CVs will not be accepted for any posts based in schools.


