[image: ]
Job description: Admin Assistant
	Location
	Grampian Primary Academy, Grampian Way, Sinfin, Derby DE24 9LU

	Contract term
	Permanent

	Full time/term time
	28.5 hours per week 12.00 noon – 5.00 pm Monday, Tuesday, Thursday and Friday and Wednesdays – 8.30 am – 5.00 pm (Term Time only)

	Pay range
	NJC 6-8 (£25,989-£26,824 FTE) – Actual £17,217 - £17,767 p/a

	Reporting to
	School Business Manager and Operations Lead



Job purpose
Provide Clerical, Administrative, Financial and Reception Support to the school.  You will play a crucial role in the day-to-day life of the school by providing a wide range of administrative support to keep everything running as smoothly as possible.
Main duties and responsibilities
Organisation
Be the main point of contact for visitors to the school.
Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors.
Review DBS or ID information from visitors, ensuring safeguarding practices and procedures are followed at all times.
Positively engage with parents/carers, children and their families in ensuring that their children have regular and punctual attendance at school with a positive impact on children’s learning and development.
Manager pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.
Liaise with Parents/Carers regarding collection of pupils, first aid and other matters.
Assisting with arrangement for visits by external visitors.
Administrative support for trips and events.
Attendance administrator which includes reviewing daily registers, working with families to support good attendance, liaison with Education Welfare, penalty notices and legal documentation/letters for poor attenders, data collection and management of whole school attendance with statistics issued to Senior Leaders, Trust and Local/National authorities.
Support the Admin Team by being a fire warden which includes annual training and support during fire drills/lockdown drills.
Administration
· Provide general clerical/administrative support, eg. Photocopying, filing, emails and routine correspondence.
· Maintain manual and computerised records/management information systems.
· Undertake typing and word-processing and other IT based tasks.
· Undertake administrative procedures.
· Maintain and collate pupil records.
· Typing and distribution of letters to parents/carers by email or post.
· Collate and reconcile payments received on the school money system.
· Place and process purchase orders via the finance system.
· Arrange payment of invoices for consumables and services, including checking supplier statements/goods received notes.
· Liaise with teaching and non-teaching staff and respond to enquiries on matters within the post holders responsibility.
· Open, sort and distribute incoming mail and outgoing post.
· Receive and record payment from parents/carers relating to school dinners, educational visits, uniform sales and photographs.
· Manage the electronic signing in system.
· Monitor and review the cash management system weekly, sharing any outstanding debts with the School Business Manager.
· Collate parent/carer consents for various correspondence(eg. Trips, free school meal entitlements).
· Manage the administration of after school sports clubs.
· Support with the administration of Before and After School Wraparound.
· Update pupil and parent information on to the Information Management System (Bromcom).
· Issue Text Messages and communication to stakeholders through the Information Management System (Bromcom).
· Issue First Aid Messages to parents/carers through the Information Management System (Bromcom).
· General housekeeping.
Resources
· Operate relevant equipment/ICT packages eg. Word, excel, MIS System (Bromcom) and Finance/Purchase order system (PS Financials).
· Maintain stock and supplies, cataloguing and distribution as required.
Responsibilities
· No direct line management responsibilities.
· Be aware of and comply with policies and procedures relating to child protection, health safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and support difference and ensure equal opportunities to all.
· Contribute to overall ethos/work/aims of school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required
These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post. 
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Person specification: Admin Assistant
	Qualifications and training 
Evidenced through: Application
	Essential
	Desirable

	GCSE English Grade C or Equivalent
	
	

	GCSE Maths Grade C or Equivalent
	
	

	Excellent Computer Skills
	
	



	Experience/employment record 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Experience and ability to use current IT applications effectively including Microsoft Office and Web Based Systems.
	
	

	Ability to undertake a variety of administration tasks and prioritise own workload.
	
	

	Administrative/Organisational Skills
	
	

	Experience of working in a school environment
	
	

	Relevant experience of working in administration
	
	



	Personal qualities 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	The ability to converse at ease with members of the public and provide advice and information in accurate spoken English.
	
	

	Ability to work within a team and be a team player.
	
	

	Ability to communicate effectively with students, staff, parents/carers, visitors and other stakeholders
	
	

	Ability to remain calm and professional under pressure
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