Administration Assistant – Job Description

General Purpose
The Administration Assistant performs an essential role in the smooth operation of the school and provides key support services to staff, students and parent/carers.
Alongside the professionalism required of the role, the Administration Assistant needs the ‘soft skills’ of endless patience, kindness and sensitivity.
This is an outward facing role which requires exemplary standards in written and spoken communication plus high level of competence and confidence.

Main job tasks, duties and responsibilities
1. Front desk duties
a. Central information point to public, pupils and staff regarding school related matters and procedures.
b. Answer incoming calls, provide information, direct calls where necessary and take messages.
c. Greet visitors, handle enquiries and direct visitors to the appropriate destination.
d. Responsible for checking visitor identities and making them aware of the school’s safeguarding procedures and expectations.
e. Use CPOMS to log safeguarding concerns as appropriate.


2. Admissions, pupil and staff attendance
a. Track pupil attendance
b. Maintain the Admissions and Attendance procedures in line with current DfE and Trust guidelines.
c. Notify parent/carers of pupil absences.
d. Keep accurate pupil attendance records and submit reports as required.

3. Communications
a. Operate electronic mail systems and coordinate the flow of information internally and externally.
b. Maintain appointment and event calendars.
c. Collate and communicate visit requests and co-ordinate as directed.
d. Manage the email communication system, letters (mostly sent via email), newsletters and In App messaging.


4. Health and Safety
a. Be a First Aider – or willing to undertake training.
b. Be a Fire Marshall – or willing to undertake training.

5. Finance
a. Create purchase orders and send off orders to suppliers.
b. Receive deliveries.
c. Assist with setting up school trips, managing trip payments and consents, booking coaches and reconciling the trip accounts.

Person Specification
· Education and Experience

a. Essential - Relevant training or qualification – Grade C/5 essential in both Maths and English.
b. Desirable - Working knowledge of relevant software applications preferably Outlook, Microsoft plus Management Information Systems, Cashless payment systems, Online communications systems.
c. Desirable - Knowledge of school policies and procedures.

· Competencies and Skills:-
Candidates will: -
· Be able develop a rapport with students and staff which reflects the ethos of the school.
· Have the ‘soft skills’ to work with and support pupils, parents and staff to resolve difficulties.
· Be positively motivated to work with young children. 
· Have problem solving skills.
· Have good attention to detail and accuracy.
· Maintain confidentiality, integrity and adherence to ethical standards.
· Be a proactive and flexible team member.
· Bring good humour, energy and enthusiasm.
· Carry out their duties in a prompt and timely manner meeting deadlines.



