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Detail Examples 

Job Title School Support Assistant 

Grade Band 2  point 3 - 5 

Reports to Office Lead/ Headteacher 

Responsible for N/A 

Liaison with Pupils 

Parents/Visitors 

Midday Staff 

Administrative Staff 

Headteacher 

Teaching staff 

Catering and Caretaking Staff 

Job Purpose To contribute to the effective operation of the school by 
providing breakfast club supervision, lunchtime pupil support and 
routine administrative assistance. 

Principal Accountabilities Maintain pupil safety, welfare and conduct; provide 
administrative support; maintain accurate records; support 
safeguarding 

Duties To support the Office Administrator, Breakfast Club and Midday 
Team with the following duties: 

• Support with all aspects of school administration, e.g., 
after school clubs, school uniform, school meals, extra-
curricular visits, attendance monitoring, newsletters etc. 
Liaising with both site and kitchen staff as necessary 

• Act as the first point of contact in school, dealing with 
telephone enquiries and visitors. Liaise directly with 
parents, visitors, contractors etc. throughout the school 
day, as required, promoting the safeguarding of children 
at all times 

• Open and distribute incoming post and emails, flagging up 
any urgent issues as necessary 

• Assist pupils who are injured or unwell, administering First 
Aid and medication where required 

• Attend meetings, taking minutes where required 

• Update and maintain records in the management 
information system and National College training platform 
(e.g., pupil records, attendance, staff training, accident 
reporting). Generating reports on request, and assisting 
with the school census 
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• Bromcom maintenance – ensuring club registers and 
school meals are complete and all charges are applied 
correctly and paid 

• Finance administration, e.g., updating records in the 
accounting system, collecting income, ordering and taking 
delivery of supplies, processing invoices etc. 

• Pupil admissions, including the annual intake of pupils and 
mid-year applications, preparing and updating pupil files 
as necessary 

• Fundraising and marketing for the school 

• Website administration 

• Provide general administrative support in the school 
office, including word processing, spreadsheets, filing, 
photocopying etc. 

• To Lead on operations of breakfast Club including keeping 
registers and ensuring that fees are up to date and paid.  

• Line manage Breakfast Club Assistant. 

• Liaise with Catering Staff for supplies of ingredients.  

• To prepare and serve breakfast for pupils 

• To assist children in selecting their meal and sitting in an 
appropriate place in the dining hall, sandwich room 

• To assist children with eating their meal if applicable 

• To clear tables when meals are finished and clear up any 
associated spillages 

• To enforce the necessary sanctions for maintaining good 
order 

• To administer basic first aid and medication as required 

• To keep daily records of attendance, monies collected, 
first aid administered, behaviour and sanctions employed, 
together with any other relevant records that may be 
needed 

• Manage the midday duty rota to ensure fair allocation of 
responsibilities and promote effective team collaboration. 

• Where necessary and appropriate to lead games and 
activities with the children 

• To alert the Office Lead and/or the Headteacher of any 
concerns regarding an individual child or group of children 

• To provide pastoral care, guidance and routine advice to 
pupils as appropriate 

 

General • To attend relevant training and meetings as required 

• To respect confidentiality at all times 

• To participate in the performance and development review 

process, taking personal responsibility for the identification of 

learning, development and training opportunities in discussion 

with the line manager 
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• To understand and apply school policies in relation to the 

health, safety, welfare and behaviour of pupils 

• To comply with individual responsibilities, in accordance with 

the role, for health & safety in the workplace 

• Ensure that all duties and services provided are in accordance 

with the School’s Equal Opportunities Policy 

• Trustees are committed to safeguarding and promoting the 

welfare of children and young people and expects all staff and 

volunteers to share in this commitment  

• The duties above are neither exclusive nor exhaustive and the 

post holder may be required by the Head of School to carry 

out appropriate duties within the context of the job, skills and 

grade 

 

Name of employee: 

       

Signature of employee:        Date:  


