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Beeston Primary School 
Administration Assistant Job Description
	Service

General Administration


	Post Title

Administration Assistant 
	GRADE

 B1


	Post(s) to which directly responsible

Deputy Headteacher & Office Manager


	Post(s) for which directly responsible

None


	Purpose of job
· To ensure the smooth running of the administration department, to contribute to the aims and objectives of the school.


	Responsibilities

· To work as part of a team to provide customer focussed services including office reception duties and routine clerical work.
· To prioritise work to meet conflicting deadlines.
· To maintain accurate records and track progress of work.
· To undertake administrative duties including but not limited to preparing routine correspondence, managing meeting rooms and dealing with hospitality, basic financial duties such as raising orders and checking invoices.
· To use IT applications and maintain databases effectively to deliver administrative tasks.
· To input and retrieve data using the school’s Management Information Systems.
· To input and retrieve data using computerised systems.
· To collate and prepare information from a variety of sources.
· To collate and maintain accurate records relating to cash payments.
· To collate and maintain accurate records relating to online payments.

· To communicate effectively with pupils, parents, colleagues and external agencies.
· To work with others to help improve work organisation and effectiveness.
· To be adapt to a diverse environment, adjusting to the situation at hand.

· Maintaining general stock levels for resources and undertaking regular stock takes and ensuring that the allocated space is appropriately organised.

· Support with the checking of goods against delivery notes and distributing goods to the appropriate member of staff.
· Provide hospitality for visitors providing a courteous service at all times.
· Undertake filing, minute taking and photocopying as required.
· Assist with the administration of medicines to pupils following the Medicines in School Policy.
· Managing the school’s email inbox and distributing emails to relevant colleagues.
· To upload to and maintain the school website.
· To assist with the implementation of new systems within the school.
· To 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.
· To ensure promotion and support of Equal Opportunities.
· To undertake any other duties that are commensurate with the post.


	Relationships

The post holder will be required to work flexibly to deliver an efficient service. 

There will be regular contact with colleagues, other members of staff, line managers, governors, pupils and parents. 




	Physical Conditions

The post is based at Beeston Primary School
Beeston Primary School operates a non-smoking policy.


	
		
	Grade:

	(B1) 4-6

		38 Weeks (Term time only)

	Hours:

	36.25 hours per week (7.45am - 3.30pm Mon - Fri) 
*Start time negotiable at interview if required 

	Conditions of Service:

	NJC Conditions apply


	


	Training

The School encourages training both “in-house” and external to meet the needs of the individual and of the Service.



	


EMPLOYEE SPECIFICATION: 

Detailed below are the types of skills, experience and knowledge that are required of applicants applying for the post. The ‘Essential Requirements’ indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  The points detailed under ‘Desirable Requirements’ are additional attributes to enable the applicant to perform the position more effectively or with little or no training. They are not essential, but may be used to distinguish between acceptable candidates.

	SKILLS
	Ess
	Des
	MOA

	Able to communicate effectively with a wide range of people


	*
	
	A

	Able to input/ retrieve information from databases

	*
	
	T

	Able to process documentation using Word


	*
	
	T

	Able to accurately enter/retrieve data information from information systems


	*
	
	A

	Able to work flexibly as part of a team & show initiative to work independently 

	*
	
	A

	Able to prioritise work to meet conflicting deadlines 


	*
	
	A

	Able to demonstrate good numeracy & literacy skills


	*
	
	T


	KNOWLEDGE/QUALIFICATIONS
	Ess
	Des
	MOA

	Knowledge of general office procedures and practice


	*
	
	A

	Knowledge of relevant financial regulations to carry out financial transactions


	*
	
	I

	NVQ Level 3 or equivalent


	
	*
	C

	Knowledge/qualifications demonstrating ability in numeracy and literacy


	
	*
	C

	Knowledge of Arbor (School Management System) 

	
	*
	A


	EXPERIENCE
	Ess
	Des
	MOA

	Experience of dealing with queries from a wide range of people

	*
	
	A

	Experience of working in partnership with others to deliver work to set deadlines


	*
	
	A

	Experience of providing customer focussed services


	*
	
	A

	Experience of participating in teams


	*
	
	A

	Experience in the use of the Microsoft package

	*
	 
	T


	BEHAVIOURAL AND OTHER RELATED CHARACTERISTICS
	Ess
	Des
	MOA

	Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post, and as an employee of the Council.


	*
	
	I

	Willing to carry out all duties having regard to an employee’s responsibility under the Council’s Health and Safety Policies


	*
	
	I

	To display a responsible and co-operative attitude to working towards the achievement of the service area aims and objectives


	*
	
	I

	An ability to respect sensitive and confidential work.


	*
	
	I

	Commitment to own personal development and learning.


	*
	
	I


	METHOD OF ASSESSMENT(MOA)
	A 
=
Application Form

T 
= 
Test

I 
= 
Interview

C 
= 
Certificate


