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ADMINISTRATION ASSISTANT
JOB DESCRIPTION (PRIMARY)


	Location:
	Leiston Primary School

	Grade:
	Grade 3 SCP 4-8 £6489 - £6911 Actual (£24,404-£25,992)

	Hours:
	13.5 hours - 38 weeks

	Contract Status:
	Fixed term until 31st August 2026

	Reports to:
	Head Teacher




Main purpose of the role
All duties will be carried out within recognised procedures or guidelines.  The post holder will need to have a good knowledge of a range of organisation policies and procedures.
May include ad hoc duties, which require initiative.
The post holder may cover a range of tasks, which are relatively complex where good levels of literacy and numeracy skills are required.
The post holder would be expected to solve varied problems or develop solutions.
There will be some need to use analytical, judgemental, creative and developmental skills.
The post holder would be expected to plan over the short/long term.
Exchange varied information, orally or in writing, possibly with a range of audiences.
Demonstrate sensitivity and tact in contentious situations.
Post holder will manage own workload working alongside the Finance Officer. Some of the office administration tasks will be shared.
Key Responsibilities and Duties
School Administration
Working within the school administration team.

· Dealing with a wide range of enquiries, many on the Business Leader’s behalf.
· Responsible for the accurate recording and updating of pupil information using both manual and computerised records (Arbor/SIMS and Parent Pay) including end of year procedures.
· Maintain attendance and dinner registers and produce reports as required from Arbor.
· Identifying and setting up appropriate systems and procedures.
· Maintaining on line communication systems for access by wider school community (including google calendar and website).
· Acting as a point of contact and main communication for the Headteacher and/or School Management Team including telephone enquiries.
· Acting as a point of contact in dealing with complaints, referring on to the Headteacher, as appropriate.
· Generating and producing correspondence and ensuring routine and non-routine correspondence is produce on time.
· Producing correspondence as and when requested by the Headteacher.
· Sorting, prioritising and distributing all incoming mail appropriately and maintaining necessary records.
Personnel Responsibilities
· Supporting the Headteacher/Finance Manager in preparing paperwork required for the recruitment process, in accordance with Trust recruitment procedures.
· Responsible for the accurate recording and updating of all staff information, including recording all sickness and other absences, using both manual and computerised records (Arbor/SIMS).
· Preparing and completing termly Pupil Census and annual School Workforce Census ensuring deadlines are adhered to.
· Assisting the Compliance Officer/Office Manager in ensuring the Single Central Record is up-to-date.
Premises Health & Safety
Working with Headteacher, Site Manager, Compliance Officer and Governors to ensure Health & Safety standards are met. 

Person SPECIFICATION
	
	Essential
	Desirable

	Education & Qualifications

	GCSE Grade C or above in English & Maths or equivalent 


	Previous experience of working within an administrative environment 


	Specialist knowledge skills and experience

	Demonstrable experience in 
successfully carrying out a 
range of administrative/financial 
procedures.

Good literacy and numeracy skills 
and IT skills to undertake a 
range of tasks, e.g. producing 
correspondence, producing 
financial reports, inputting 
accurate information into 
admin and finance 
systems etc.
Ability to use keyboard and 
mouse to produce accurate 
records, will include 
the production of reports, 
correspondence, 
inputting/updating financial 
information etc.

Ability to plan and organise 
own workload, taking 
responsibility for prioritising
and delivery of tasks.

	Experience in a school environment

Broad knowledge of 
equipment and software e.g. 
Microsoft Office Pro, IRIS 
accounting, IMP, iTrent and 
SIMS/Arbor.

Knowledge and 
demonstrable experience of 
recruitment and selection 
procedures. 

Knowledge of schools' policies
and procedures

Demonstrates an understanding of confidentiality and data protection requirements in the workplace

Experience of providing information, advice and guidance to colleagues.

	Values and personal qualities

	The post holder will carry out a range of written communication tasks for which s/he will have overall responsibility, e.g. accurately recording financial information, production of statistics, staff records etc. Much of the material handled will be of a sensitive and confidential nature.
The post holder will communicate with range of visitors, staff and pupils within the school, often on behalf of the Principal/Trustees.  


	

	Additional requirements

	Dealing with a wide range of queries, in person and on the telephone and assessing when to refer to line manager/senior staff.
Generating correspondence on 
behalf of the Headteacher.

The post holder will be expected to switch between tasks during the course of the working day.
It is likely there will be interruptions from staff and pupils.

There will be tasks that require alertness and concentration, such as, following financial procedures, producing financial information and drafting correspondence.
There could be work related pressure when overseeing the reception area, especially in busy periods, e.g. early morning or at the end of the school day.
The post holder is likely to be the first point of contact in dealing with customer complaints and would need to decide when to refer on to more senior staff.
	Broad understanding of Governors/Trustees and their role.
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