Job Description – Grade 4 School Office Assistant

Reporting to: School Business Manager

Purpose
To carry out school administration, supporting the wider school community including pupils, parents and staff.

Duties and responsibilities include, but are not limited to:

Organisation
· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors
· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.
· Assisting with arrangements for visits by school nurse, photographer etc.

Administration
· Provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms
· Maintain manual and computerised records/management information systems
· Maintain staff absence paperwork, including requests for term time absence
· Maintain the school electronic diary
· Maintain website calendar
· Undertake typing, word-processing and other IT based tasks
· Sort and distribute mail and deliveries
· Undertake routine administration e.g. registers/school meals/wraparound care

Resources
· Operate office equipment e.g. photocopier, computer, laminator
· Arrange orderly and secure storage of supplies
· Undertake routine financial administration

Responsibilities
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos/work/aims of the school
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings as required 
· Participate in training and other learning activities and performance development as required

Health and Safety:
· Cooperate with health and safety requirements
· Report all defects to the SBM
· Support with risk assessments for all potentially hazardous on/off site activities
· Do not undertake unsafe acts
· Report any “Near-Misses” to SBM and enter on Smartlog
· Be familiar with the emergency action plans for fire, first aid, bomb, security and off-site issues

Safeguarding:
· Have due regard for safeguarding and promoting the welfare of children and young people
· Follow all associated child protection and safeguarding policies as adopted by the school/trust/LA
· To uphold and promote British Values

Please note, this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the post-holder will carry out.
Person Specification


	Criteria
	Essential or Desirable
	Application or interview

	[bookmark: _Hlk204067147]Experience
	
	

	General clerical/administrative work
	E
	A

	Experience of working with children and families
	D
	A/I

	Experience of working in a busy reception; managing time and prioritising tasks
	E
	A

	Experience of working in a school environment
	D
	A

	[bookmark: _Hlk204067259]Qualification/Training
	
	

	Relevant qualification or experience
	E
	A

	Excellent written and verbal communication skills
	E
	A/I

	Experience of using Microsoft packages, including Word and Excel
	E
	A

	Good numeracy and literacy skills
	E
	A/I

	Experience of using school management information system databases
	D
	A

	Knowledge/Skills
	
	

	Good interpersonal skills including the ability to relate well to children and adults
	E
	I

	Keyboard/Computer skills
	E
	A/I

	Ability to use relevant technology eg photocopier
	E
	A/I

	Participate in development and training opportunities
	E
	I

	Basic understanding of H&S and Safeguarding policies/codes of practice and awareness of relevant legislation
	D
	A/I

	Appropriate knowledge of first aid, or a willingness to undertake first aid training
	E
	A

	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these
	D
	A/I
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