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The Holme Church of England Primary School
 Job Description
Permanent 

Admin Assistant: 7.2 hours per week (ideally between 8:30am – 11.35am two days per week, one being Thursday) (38.6 weeks per year term time + 5 inset days).
Responsible to: School Business Manager and Head teacher

Purpose of the Job: To provide effective and efficient admin support for our busy school office.

Grade:  D1 £24,084 FTE (£4,083 pa actual) 
Duties and Responsibilities

To include but not be limited to: 
General
· To be a point of contact for both face to face and telephone enquiries and take messages where appropriate in an efficient, warm and friendly manner
· To answer phone queries efficiently 
· To ensure the school security arrangements are always complied with including the issue of visitor badges and signing of visitors book
· To accept and sign for deliveries as appropriate
· To distribute post as appropriate
· To provide admin assistance to the senior leadership team as required
· To maintain main school diary, accurate records and maintain stocks of office stationery
· To send out letters as required to parents from Head and other staff
· To update the diary dates and term dates each term and manage the Heads diary
· To be a point of contact for Arbor and Scopay.  To keep them up to date providing accurate information for all pupils.  To assist/train other staff members as and when required.
· End of year move all year groups up in all records
· To organise individual and class pupil photos
· To liaise with external agencies for height and weight, flu vacs etc and produce timetables for all classes 
· To ensure the bulletin is produced bi-weekly and distributed to parents, staff etc

Registers

· To monitor the late arrival of pupils and contact parents/carers to establish reasons for pupils absenteeism by telephone
· To carry out register checks with the Inclusion officer and update them on any concerns
· To maintain class arrangements lists and distribute as required
· Maintain and distribute registers for all after school clubs
Dinners

· To make up, maintain and distribute the daily dinners registers
· Coordinate with the catering team for any ‘special diet’ lunches each day and ensure the child is given an allergen band.
· Give the catering team numbers of lunches for the end of week return
· To input the weekly meal numbers onto the schools meals spreadsheet every week
· To maintain allergy, special medical needs and dietary requirements list.  To make up allergy lanyards and distribute to classes
· To be the main point of contact for milk and fruit deliveries.  To input the milk numbers monthly to ensure accurate financial records
Person Specification
	criteria
	qualities

	Qualifications 
and training
	· GCSE English and maths (as a minimum)


	Experience
	· Carrying out administrative tasks in an busy working environment

· Ability to prioritise tasks in order to meet deadlines

· Dealing with face-to-face and telephone interactions 

· Working with children or young people 

· Working and collaborating within a team  

· Beneficial knowledge of Arbor and Tucasi, 



	Skills and knowledge
	· Good oral and written communications skills

· Ability to respond quickly and effectively to issues that arise

· Ability to plan, organise and prioritise to meet deadlines

· Ability to use own initiative and take action accordingly 

· Excellent attention to detail 

· Ability to use IT packages including word processing, spreadsheets and presentation software 

· Ability to use relevant office equipment effectively 

· Ability to build effective working relationships with colleagues 

· Understanding of data protection and confidentiality 

· Understanding of safeguarding



	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Embraces change well

· Deals with difficult situations effectively
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