

Office Assistant 
	
JOB OUTLINE
PURPOSE
To provide a professional reception, administrative and financial administration service to the Academy, supporting staff, pupils and parents whilst ensuring the efficient day-to-day operation of the school office. The role includes responsibility for managing bookings, monitoring payments, following up outstanding balances and maintaining accurate financial and administrative records.
JOB CONTEXT
· Support the administration team with the day-to-day running of a busy Academy office.
· Manage a range of financial administration tasks, including monitoring payments, maintaining records and following up outstanding debts.
· Support staff with effective communication between home and the Academy.
· Provide excellent customer service to pupils, parents, visitors and staff.
· Ensure safeguarding and welfare requirements for children and families are met.
· Work effectively in a fast-paced environment with competing priorities and frequent interruptions.
CONTACTS
· Pupils
· Parents and carers
· Staff and senior leaders
· Education professionals
· Social care professionals
· Health care professionals
· Visitors, contractors and lettings users

DUTIES
Reception and General Administration
· Welcome visitors to the Academy and provide a professional and friendly reception service.
· Receive incoming telephone calls, redirect calls as appropriate and respond to general enquiries.
· Respond to parent, visitor and stakeholder enquiries by telephone, email and in person.
· Take messages regarding pupils and pass information to relevant staff members.
· Monitor and process pupil absence notifications.
· Enter attendance information onto Arbor and record reasons for absence.
· Contact parents regarding unexplained absences in line with school procedures.
· Manage and respond to general office emails as appropriate.
· Action requests from teaching staff, including communication with parents via telephone, email and text messaging.
· Open and distribute incoming post.
· Maintain accurate electronic and paper-based records.
· Undertake general office and administrative duties as required.
Financial Administration Responsibilities
· Monitor and administer payments for educational visits, trips and school activities using Academy systems.
· Assist with the organisation and booking of educational visits and associated administrative processes.
· Track incoming payments and maintain accurate financial records.
· Professionally and sensitively follow up outstanding payments for trips, clubs, lettings and other Academy activities.
· Support debt recovery processes, including communicating with parents and external users regarding overdue balances.
· Maintain confidentiality and discretion when dealing with sensitive financial matters.
· Escalate significant outstanding debts to appropriate staff members in accordance with Academy procedures.
Specific Administrative Responsibilities
· Administration of Breakfast Club, After School Club and other extracurricular activity bookings and amendments.
· Monitor club bookings and associated payments, ensuring records remain accurate and up to date.
· Process orders and invoices, including checking and recording deliveries.
· Administration and coordination of Academy lettings, including bookings, invoicing and monitoring payments.
· Submission of utility meter readings.
· Re-ordering reprographics supplies as required.
· Maintain accurate records across relevant Academy systems.
· Provide administrative support for whole-school events and activities as required.

HEALTH AND SAFETY
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection.
· Report concerns to the appropriate person in accordance with Academy procedures.
· Take reasonable care for the health and safety of yourself and others affected by your actions.

DISCLOSURE AND BARRING
· This post is classed as having a high degree of contact with children and is exempt from the Rehabilitation of Offenders Act 1974. An Enhanced DBS Disclosure will be sought as part of the Academy's pre-employment checks.

PHYSICAL EFFORT
· There may be an occasional requirement, following appropriate training, to lift and carry materials, stock and deliveries.

WORKING ENVIRONMENT
· Work effectively within a busy and sometimes demanding Academy office environment.
· Maintain a clean, organised and professional office area.
· Deal calmly and efficiently with frequent interruptions, telephone calls, visitors and parent enquiries.
· Demonstrate flexibility and the ability to manage multiple priorities.

PERSON SPECIFICATION – KEY ATTRIBUTES
The successful applicant will be able to demonstrate:
· Excellent organisational and administrative skills.
· Strong attention to detail and accuracy, particularly when handling financial information.
· Confidence in speaking with parents, visitors and external users regarding payments and outstanding balances.
· Excellent verbal and written communication skills.
· A professional, diplomatic and sensitive approach when discussing financial matters.
· The ability to prioritise workload and manage competing demands.
· Strong customer service skills and a friendly, approachable manner.
· Good working knowledge of Microsoft Word and Excel.
· The ability to work both independently and as part of a team.
· Experience of administrative and financial administration processes, ideally within a school environment.
· Experience of ParentPay, Evolve and Arbor (desirable).

SAFEGUARDING
The successful applicant will be able to demonstrate an understanding of:
· The legal requirements and guidance concerning safeguarding, confidentiality, security and promoting welfare.
· Safeguarding policies and procedures, including online safety and child protection.
· Their responsibilities in relation to safeguarding, reporting concerns and maintaining confidentiality.
· The signs that a child may be at risk of harm and the action required to protect them.

WORKING WITH PARENTS, COLLEAGUES AND OTHER PROFESSIONALS
The successful applicant will be able to demonstrate an understanding of:
· The roles and responsibilities of agencies and professionals who support children and families.
· How to work cooperatively with colleagues, professionals and external agencies.
· The importance of positive relationships with parents and carers and their role in supporting children's education.
· The need to communicate professionally, sensitively and effectively with a wide range of stakeholders.
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