CENTRAL BEDFORDSHIRE COUNCIL JOB DESCRIPTION

JOB TITLE:	Administration Assistant

RESPONSIBLE TO:	Headteacher

JOB PURPOSE:	To manage the administrative functions within the school, to provide an efficient support service to the Headteacher and teaching staff




Main duties and responsibilities:

1. To work with the school’s Management Information System adding new starters and removing leavers
2. Organising school trips, arranging coach hire etc.
3. To administer the cashless payment system ensuring school meals income is paid promptly, liaising with the kitchen, collecting trip payments.
4. To administer the staff/visitor signing in system.
5. Ensuring stock levels are maintained and placing orders when stock required.
6. To answer the telephones and carry out reception duties
7. To maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.
8. To undertake any other duties of a similar level and responsibility as may be required.
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