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Marston Moreteyne VC School
Job Description: Administrative Assistant 
[image: image2.png]



JOB TITLE:


Administrative Assistant 
RESPONSIBLE TO:

Head of Administration
JOB PURPOSE:
To help ensure the smooth running of the school office by assisting the Head of Administration in supporting children, parents, staff, Governors and visitors in their dealing with the school.
Main duties and responsibilities:

1. To provide administrative and secretarial support to the Headteacher, including typing/word processing, making and receiving telephone calls, making diary appointments and making arrangements for hospitality.
2. To open, sort and distribute post, including that received via the county courier service.
3. To operate the school’s communication system to include telephone and e-mail.
4. To undertake reception duties and deal with general enquiries from visitors, parents, etc.
5. As appropriate, to collect and record all monies coming into school. 
6. To undertake data input onto school database and maintain up to date records on pupil information including medical data and pupil files.
7. To complete sickness absence returns in respect of all staff.
8. To deal with administration in connection with new pupils and pupil transfers, including liaising over transport matters where necessary.
9. To undertake administrative duties in respect of pupil attendance, including following up of individual absences, in accordance with school absence policy.
10. To maintain stocks of stationery and office supplies and oversee stocktaking.
11. To undertake administrative duties in respect of free school meals.
12. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.
13. To be responsible for online accident reporting in consultation with the Headteacher.

14. To be responsible for online completion of the LA Behaviour Log in consultation with the Headteacher.
15. Having completed online Safeguarding Training to accompany Headteacher as appropriate to meetings with staff, pupils or parents.

16. To be responsible for ordering and maintaining appropriate levels of uniform stock.

17. To be involved in interview processes as deemed appropriate by the Headteacher.

18. To be responsible for the collation, copying and distribution of pupil reports to parents/carers.
19. To be responsible for the organisation of extra-curricular clubs and activities. 
20. To show a commitment to CPD, training and self-development.
21. To undertake any other duties of a similar level and responsibility as may be required.
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