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	  JOB TASKS
	JD no: 

	Job Tasks 

	  Post Title
	Admin Assistant

	  Responsible to
	Principal

	Purpose of job

	Responsibilities for Management of School Meals, Online payments, Administration of School trips and general school administration



	Responsibilities 

	Reception and Telephone
· Create a pleasant reception at first point of contact for parents and visitors to the school.  Ensure that the school’s equal opportunities policy is demonstrated.  Manage the school’s administration area so that it is welcoming and reflects a positive image of the school, by being tidy, organised and free from obstructions, ensuring Health and Safety and Fire Regulations are adhered to.  (shared responsibility)
· Carry out day to day activities within the school office, keep to required deadlines for work and follow agreed office procedures to maintain the confidentiality of materials including:(shared responsibility)
        i: contact parents for sick children, forgotten lunchboxes, children not collected after school etc. 
ii: distributing visitor badges
iii: escorting visitors to correct venue
iv: collecting/delivering children from/to class
v: running messages to classrooms
vi: enquiries at the hatch
vii: taking deliveries of parcels and informing recipient.

· Deal with queries and provide general information about the school’s activities for parents, children and visitors, both in person and by telephone/text messaging service.  To understand the importance of having/or obtaining accurate relevant information and of passing on messages quickly and accurately. (shared responsibility)

Administration
· [bookmark: _GoBack]Provide a full range of secretarial skills including typing, copying, recording, filing, maintenance of pupil records (using appropriate software) and classification of materials.  Use computer system and programs (e.g. Pupil Asset, Word, Publisher and Excel) where appropriate to carry out these tasks and to cover work generated by the Principal, authorised members of staff and Governors. (shared responsibility)
· Receive and distribute post accordingly.(shared responsibility)
· Arrange and confirm appointments for Principal and other staff.(shared responsibility)
· Coordinate purchasing stamps, hand delivery of documents and outgoing post.
· Coordinate all allergy requirements for pupils during the lunchbreak.

Welfare
· Photocopy medical evidence from parents.(shared responsibility)
· Update medical records. (shared responsibility)
· Assist with Fire evacuation procedures (shared responsibility)

Staff
· To carry out any such reasonable tasks as directed by the admin team or Principal for the support of the school.

Personal Development
· Attend courses and meetings that will help obtain the bests possible administrative knowledge for the good of the school and its members.

Specific Areas of Responsibilities within the Admin Team
· Manage all elements of Parent Pay, including, uploading new menus, monitoring payments, uploading new starters on the day of admission and issuing activation letters
· Liaise with kitchen staff re lunches. 
· Check and amend dinner registers.
· Inform kitchen of dinner numbers, supervisors lists amended to show food options ordered.  Number to be with kitchen by 10.30am.
· Coordinate staff meals via Parent Pay.
· Manage FSM/PP queries and coordinate EWB forms.
· Send emails/texts via Pupil Asset.
· Collect moneys for school trips and provide running attendance sheets for teachers.
· Manage school photography sessions.
· Coordinate school uniform orders and deliver to classes.






	Role Review

	This job description sets out the main duties of the post at the time of drafting. It cannot be read as an exhaustive list. It may be altered at any time in consultation with the post holder subject to the CEO's approval.
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