Kent County Council

Job Description: Administration – Level 1
	School:
	Westmeads Community Infant School

	Grade:
	Kent Range 3

	Name:

Responsible to:

	Office Administrator
Office Manager and Head teacher



Purpose of the Job:
To provide general clerical and administrative or financial support for the school, under the direction or instruction of senior staff.
Key duties and responsibilities:

1. Act as the main point of contact for the school, investigating queries, assessing the nature of telephone calls, referring them to the appropriate person without referral to the line manager where possible, and receiving visitors in a courteous, prompt and efficient manner, to ensure that staff, service users and members of the public who contact the school are dealt with efficiently and consistently.
2. Open, sort and distribute incoming mail and post outgoing mail.

3. Assist with arrangements for visitors, for example school nurse, photographer and add to school calendar.

4. Ensure collection of attendance of registers and record on SIMS.

5. Occasionally handle cash eg. for school visits etc and keep simple financial records, referring any problems to the line manager, to ensure financial records are accurate.

6. Undertake photocopying and shredding as required, reporting faulty machinery and equipment as necessary.

7. Develop and maintain manual and computerised records and management information systems. 

8. Update and maintain the school website to ensure it complies with current requirements.
Individuals in this role may also undertake some or all of the following: 

Ensure communication is up-to-date, accessible and displayed appropriately e.g. newsletters, staff ID, noticeboards, information for new entrants.
This job description may be amended at any time after discussion with you, but in any case will be reviewed each year as part of your Performance Management Review.

Signed: ………………………………………… Date: ………………………………

Signed: ………………………………………… Head teacher

Your job description is intended as a reference document that identifies your main responsibilities and activities.
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