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JOB DESCRIPTION FOR: Admin Assistant
The postholder is directly responsible to the School Business Manager for his/her general duties and responsibilities.

Routine Office Management:
Through discussion with the School Business Manager and/or Headteacher, carry out the tasks below to agreed deadlines (where appropriate), in order of priority and working to a high level of accuracy using available data.

· Take any telephone calls and pass messages as necessary, follow through and resolve any queries arising, either in person or via email.

· Welcoming a range of visitors, checking ID and ensuring they sign in and out.  

· Receive delivered goods, sign for them after checking and distribute these or, where necessary draw them to the attention of the Business Manager.

· Support the School Business Manager in maintaining effective and efficient systems in association with all office procedures.

· Phoning, typing or emailing in response to general enquiries or correspondence, organising transport for trips.
· Providing general clerical support for teaching staff.

· Check first aid supplies termly.

Information Management and Office Information Systems Management
Use the front office network to support the administrative tasks.

· Maintain and input up to date pupil and staff information using the Management Information System (MIS) and other platforms.  Respond to internal/external requests for data (relating to attendance, assessment and admissions) within stated deadlines.
· Maintain appropriate and legal records of pupil attendance by recording reasons for absence, notifications from parents and passing details to teaching staff for them to record in registers.
· Telephone parents where pupil is absent and no notification received (Safeguarding).

· Ensure that emergency contact files are updated.

School Meals and After School Club

· Daily check of school meals and liaison with kitchen staff as appropriate.

· Administration of after school club bookings using the MIS including printing daily registers.
Safeguarding and Promoting British Values

To have due regard for safeguarding and promoting the welfare of children and British Values, and to follow all associated child protection and safeguarding policies as adopted by the school and the Local Authority.

Health and Safety
Support the Business Manager/Headteacher on Health and Safety issues to ensure that appropriate standards of Health and Safety are met by:

· Maintaining Health and Safety documentation

· Liaising with appropriate LA personnel/bodies to ensure appropriate procedures and records are maintained relating to Fire Safety, Security, First Aid, Medicines and Accident records.

· Liaising with the Business Manager/Headteacher to enable appropriate procedures to be followed relating to building issues, water safety procedures and records and a range of site maintenance activities.

· During Fire Alarm testing, ensure signing in books are collected and taken to the school evacuation point.
· Monthly check of first aid kits.
In-Service Training
· Attend a range of relevant in-service training courses, as agreed with the Headteacher, to ensure the correct implementation of up-to-date administrative systems, particularly in relation to pupil data, and to enhance the professional development of the postholder.

Signature of Office Administrator: ………………………………………. 
 Date:........................................
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Valuing Everyone in our school, in our community, in our world.
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