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Fairfield Infant and Nursery School
 				Job Description Business Assistant

Post:                      Business Assistant
Grade:                   5
Establishment:     Fairfield Infant and Nursery School 
Responsible to:    The Headteacher and School Business Manager

Purpose of the Post: 
To provide an effective and efficient administrative support to the school and to the School Business Manager, Headteacher and Senior Leadership Team. Assist in the running of the school office including operating the relevant administration systems and being first point of contact for families.   
Duties and Responsibilities:  
Reception
· Be the first point of contact for both phone and face to face enquiries
· Take, direct and relay messages as required
· Monitor visitors to and from school, overseeing the signing-in regulations and complying with DBA and safeguarding requirements.
· Escort visitors around school as required
· Accept and sign for deliveries as appropriate
· Manage communication with parents, written and verbal
· Support families in their use of relevant online systems
· Check the registers daily to ensure their timely completion and accuracy, monitoring the arrival and departure of pupils throughout the day.
Clerical
· Typing, word processing and production of literature as required
· Management of whole-school correspondence where required
· Filing and reprographics, including basic photocopier maintenance
· Filter, triage and respond to the school’s email for general enquiries
· Sorting, distributing and sending post
· Providing resources and administration support to the headteacher and other staff as appropriate
· Preparing and maintaining manual and computerised pupil data, including pupil updates, admissions files and school to school transfer.
· Organise the administration for pupil holiday authorisation form in accordance with regulation and school policy
· Maintain the school and website diary
· Organise quotations for, and book transport for all organised school trips
· Manage the suspension and exclusion process as required.

Finance
· Record dinners required and liaise with the kitchen
· Set-up and update relevant systems for all trips or clubs and record attendance for breakfast club
· Place orders on the school’s finance systems
· Pursue all outstanding debts for dinners, breakfast clubs and trips
· Carry out financial administration in accordance with appropriate trust and school regulations and policies, including obtaining quotes for work as necessary
· Maintain stocks of paper and other stationery supplies.

Nursery
· Maintain the Nursery waiting list and registering pupils for Nursery
· Offer Nursery places as available – liaising with the EYFS coordinator and Senior Business Assistant
· Organise and communicate to parents, visiting dates, start dates and groups
· Distribute the Nursery booklet and relevant paperwork
· Verify pupil dates of birth
· Complete Nursery funding forms (FE1)
· Liaise with School Business Manager for inputs on the Nursery Portal

 General
· Administering medication and basic first aid
· Use the relevant IT systems to manage the milk and fruit orders and deliveries
· To contribute to the overall ethos and aims of the schools and work within the school policies and procedures
· Attend relevant meetings
· Review and develop own professional practice by attending relevant training and INSET days
· To carry out any reasonable duties and responsibilities as required by the Headteacher within the overall function commensurate with the grade.
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‘Learning for Life’




