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ADMINISTRATION ASSISTANT JOB DESCRIPTION
PART TIME / 20 HOURS
TERM TIME ONLY PLUS 5 DAYS
SALARY: H4
[bookmark: _gjdgxs]
The post holder is required to perform the duties below. S/he will be responsible to the Head Teacher and will demonstrate a genuine commitment to our Equality and Diversity policy, which reflects the rights and needs of our entire school community. 

This job description will be reviewed annually and there is an opportunity for performance related incremental enhancement which will form the basis of the Appraisal procedure. Any issues relating to the review of this job description should be brought to the Head Teacher’s notice by the post holder through the senior line manager. The post holder will undertake the following specific responsibilities in order to fulfil our statutory requirements, school Trust aims, policies and targets:

	
ADMINISTRATION ASSISTANT JOB DESCRIPTION
PART TIME (20 HOURS), PERMANENT


	Responsible for:  Providing efficient and effective administrative support to ensure the smooth day-to-day running of the school office, supporting staff, pupils, and parents while maintaining accurate records and high organisational standards.
Responsible to:  Office Manager & The Head Teacher

	Expectations

	Core Purpose:
1. To be an ambassador for the school when meeting parents and other visitors and to act as a first point of reference.
2. To provide general administrative support to the school under the instruction of the Office Manager and Senior Staff and to assist in the efficient running of the School Office.
3. To complete identified key tasks and co-operate with the Office Manager and Head Teacher, ensuring   confidentiality is maintained at all times.


	Duties and Responsibilities

	Reception & Administration
· Act as first point of contact for visitors, staff, pupils and parents, ensuring safeguarding and sign-in procedures are followed. 
· Provide basic first aid to pupils as required. 
· Maintain a welcoming, organised reception area. 
· Update and manage pupil records and school information systems. 
· Monitor attendance, follow up on absences and manage absence requests. 
· Prepare and distribute communications (newsletters, website updates, notices). 
· Undertake general administrative duties including filing, emailing and supporting senior staff. 
· Maintain school records and prepare routine items such as certificates. 
· Monitor, order and organise office and medical supplies. 
· Check and store deliveries, ensuring stock areas remain tidy.
Financial & Meal Administration
· Manage daily meal systems, ensuring accurate records and reporting to the kitchen. 
· Monitor meal accounts and process payments in line with procedures. 
· Produce regular financial reports and reconcile milk orders. 
· Handle small cash transactions for school activities. 
Trips, Clubs & Events
· Coordinate school trips, including bookings, communications and payments. 
· Organise extracurricular clubs and maintain registers. 
· Support school events, including productions, sports days and hospitality arrangements. 

Professional development
Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school
Take part in the school’s appraisal procedures

Safeguarding
Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies
Be alert to when persistent absence becomes a safeguarding concern and early help may be required
Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
Promote the safeguarding of all pupils in the school

	Additional Duties

	Whilst every effort has been made to set down the main duties and responsibilities of the post, each individual task to be undertaken may not be identified.  This job description is current at the date shown, but, in consultation with you, may be changed by the Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title.  The post holder will be expected to work flexibly and carry out all duties in compliance with school policies.


	Contacts

	· There is frequent contact with teaching staff and parents.  
· As part of the support staff team there is also regular contact with other non-teaching staff. 
· There is also contact with external organisations and suppliers.


	Organisation Chart

	
Headteacher  →Office Manager →Administrative Assistant




This job description sets out the main duties associated with the stated purpose of the post. It is assumed that other duties of a similar level/nature undertaken within the section are not excluded because they are not itemised.

The duties of this post could vary from time to time as a result of new legislation, changes in technology or policy and in that case appropriate training may be given to enable the post holder to undertake this new/varied work.

The job description is not exhaustive and the post holder will be expected to undertake any other duties as reasonably requested by the CEO, COO and Head Teacher
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