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Job Description: Administrative Assistant with Finance and School Trips Admin responsibilities
Grade: H3

Main purpose
To provide general clerical or administrative support to the school under the oversight, direction or instruction of the school Office Manager or SLT.

General admin responsibilities (shared with other administrators)
Undertake reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors. 
Ensure attendance is completed on Arbor for all classes.  Contact children’s parents/carers for absent children. 
First point of contact for sick pupils, liaise with parents / carers / staff.  Administration of first aid and medicine.
Provide general administrative support e.g., photocopying, filing, faxing, emailing, completion of routine forms, school meals. This could be directly supporting the Head teacher 
Open, sort and distribute incoming mail and post outgoing mail. To sort the admin email account, forwarding emails to relevant staff. 
Deal with children’s lost property
Update manual and computerised records/management information systems 

Specific attendance responsibilities
Weekly check for missing marks/no reason for absence
Submit the termly Class Organisation Return.

Finance admin responsibilities
Monitor stocks and supplies; place and process orders; check incoming stock deliveries and arrange for distribution and storage.
Enter income and expenditure on the finance system[footnoteRef:1].
Maintain records of free school meals and undertake related financial administration, such as catering returns and monitoring of pupil premium grant expenditure. 
SATs breakfast arrangements


School Trips admin responsibilities
Producing registers
Booking coaches 
Communication to parents re. permission given
Debt monitoring
Liaising with school lunches
Evolve inputting

Individuals in this role may also undertake some or all of the following: 
Assist with arrangements for school visits and events, for example school nurse, photographer, consultations
Occasionally handle cash/ be responsible for banking of cash.

The duties and responsibilities listed above describe the post as it is at present but are not exhaustive. The post holder is expected to accept any reasonable alterations that may from time to time be necessary.

Job Context
The school’s office team provides the full range of reception and administrative functions.
Follows instructions or set routines. Makes decisions relating to own daily workload. 
Communicates with other school staff and teachers, senior leadership team, pupils, parents / carers, suppliers, visitors. 

Knowledge, Skills & Abilities
Requires knowledge of a range of administrative support tasks and office and related school procedures and systems equivalent to national qualifications level 2. 
Problems are normally routine requiring straightforward solutions; more difficult problems are referred to others.
Communicates with other school staff and teachers, senior leadership team, pupils, parents / carers, suppliers, visitors.
Standard keyboard skills, use of office equipment.
Knowledge of procedures for processing orders and invoices, school financial processes equivalent to national qualifications level 2.  

Supervision
Line managed by the school’s Office Manager
Follows instructions or set routines. 
Decisions relate to own daily workload. 
The post holder will have no supervision responsibilities of other staff.
May demonstrate administrative duties to new or less experienced staff.

Problems, Demands & Decisions
· First point of contact dealing with difficult visitors/parents. Problems are normally routine requiring straightforward solutions; more difficult problems are referred to the school Office Manager or others. 
· Concentration for undertaking administrative tasks and financial processing tasks.  Administrative work is frequently interrupted. 
· Exposure to emotionally demanding situations is infrequent.
· Contact with pupils, parents and carers and outside agencies entering the office and may assist with the welfare and care of sick pupils. 

Dimensions 
· Responsible for the maintenance and updating of records.
· No overall budget responsibility.
· May handle small amounts of cash.

Physical Effort
· Requires normal physical effort, with a mixture of sitting, walking and carrying minor loads. 

Working Environment
· Work is normally carried out in an office environment.
· The postholder is subject to an annual DSE assessment.
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