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Job Description

Job Title: Admin Assistant
Post Grade: Level 3 Actual Salary - £11,721 - £11,904
 (20 hours pro rata, term-time only)



Job Purpose

To manage the school office and reception area in an efficient and effective manner.
Be committed to uphold the catholic ethos of our school. 

Key Duties / Responsibilities

· Provide admin support to Academy Manager
· Telephone, email and reception duties.
· Produce reports, information and data requested by senior staff.
· Maintenance of school records, including manual documentation of pupil administration, attendance and related correspondence.
· Assisting with arrangements of out of school activities, trips and outdoor educational visits.
· Maintain pupil records.
· Dealing with enquiries either by telephone or face to face visitors.
· Inputting lunchtime registers.
· Monitoring attendance registers each morning.
· Any other duties related to the post. 



DBS Checks 
This post is subject to the Rehabilitation of Offenders Act 1974 (Exceptions) Amendment Order 1986 and, as such, it will be necessary for a Submission for Disclosure to be made to the Disclosure and Barring Service to check for any previous criminal convictions. Click here for further information.

Application forms are available to download from the school website (Vacancies) 
www.ourladyandstbenedict.co.uk  

To apply please complete the following documents: 
 Support Staff Application Form 
 Recruitment Monitoring Form 
 Rehabilitation of Offenders Act 1974 – Disclosure Form 

To request an application pack and arrange a school visit, please contact Mrs K Howard (Academy Manager): 01782 234646; email: khoward@olsbprimary.org.uk
Application packs can also be downloaded from the school website

Closing Date: 12pm on Friday 5th June
Interviews TBC
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