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The Forest C E Federation

Job Description

Administrative Assistant
Job Ref: 1375
JOB TITLE                               Administrative Assistant

GRADE                                    NCC Scale E 4 - 5
RESPONSIBLE TO                 Headteacher & Business Manager

MAIN PURPOSE                     To provide an efficient service to the school, dealing  with all stakeholders, both on the telephone and in person, promptly and courteously. To act as an administrator providing support for a range of office functions and supporting the School Business Manager.

HOURS PER WEEK               30 Hours per week, 5 Days per week

                                                8.45am to 3.45pm

WEEKS PER YEAR                38 term time only
Summary of main responsibilities and duties

· Welcome visitors and ensure they sign in and out in accordance with the school’s procedures.

· To answer incoming calls, both internal and external, redirecting/taking messages as necessary and acting on instructions received.
· Sort and distribute post.

· Accept and sign for deliveries.

· Open and deal with e-mails.

· Assist with photocopying tasks.

· Type letters and documents for members of staff.

· Distribute any information to go home with the children.

· Monitor attendance registers.

· Contact parents when absence has not been notified.

· Data input for SIMS attendance.

· Update pupil information on SIMS and paper records.

· Complete government returns.

· Undertake financial administration on FMS6.

· Liaise with outside agencies eg Education Welfare, School Health Team etc.
· Administration of school meals.

· Assist with the organisation of school trips, including booking coaches and venues.

· To provide First Aid cover when needed.
· Safeguarding responsibilities.
General responsibilities
· Comply with policies and procedures relating to Child Protection, Health and Safety, security, confidentiality and data protection, reporting concerns to an appropriate person.

· Respect the confidentiality of all matters relating to the school, pupils and staff.

· Contribute to the overall ethos/aims of the school.

Reception
Answering telephone and face to face enquiries and acting on instructions received. Relay messages to staff and pupils.

Receive all visitors and ensure they sign in and out in accordance with the school’s procedures.

Deal with general day to day queries from staff, pupils, parents and other visitors to the school and provide a point of contact for feedback, so that all requests are dealt with efficiently and within agreed standards.

Administration

Plan, co-ordinate and implement personal diary and meeting schedules to ensure that business is completed within agreed standards and meets the school’s requirements.

Sort, refer and respond to standard correspondence to ensure the school’s standards are met.

Produce a range of detailed documents to meet the needs of the school team.

Set up and operate basic filing and retrieval systems for the school to support efficient record management and compliance with data protection requirements.

Maintain a wide range of manual and computerised records/management information systems to support efficient school management.

Provide administrative/secretarial support to meet the school’s administrative requirements.

Co-ordinate the provision of stocks of resources and office supplies to minimise waste and maintain the effective operation of the school.

Complete and maintain a school Asset Register.
Arrange orderly and secure storage of supplies to ensure a safe working environment.

Assist with the administration of school meals.
Complete statutory returns to DfE, LA on the school SIMS system.

Operate and maintain software systems.

Finance

Undertake financial administration such as petty cash account, collecting agreed monies from pupils for school trips, music fees, school uniform etc.

Undertake general banking of monies if required.
Process orders for goods and services as required.
Process invoices for payment as required.

Administration of School Fund accounts, recording all payments and receipts and completing spread sheets as required.

Recording staff payments including supply, overtime and absence on appropriate forms and sending to relevant department at County Council.

Pupil Welfare

Operate uniform sales within agreed policies and procedures.

Assist with school trips, events liaising with appropriate service users within agreed policies to meet the needs of the school.

Assist with the maintenance of the attendance register, contact parents if no reason for absence has been given.
Assist with maintaining records of all pupils changes of details e.g. addresses, telephone numbers within SIMS.

Provide First Aid cover if required.

Signed......................................................... Date...........................................

