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Ethelbert Road Primary School
Job Description 
Post: Office Assistant
Grade: Kent Range 3
Responsible to: Headteacher 

NB: This job description may be amended at any time following discussion between the Headteacher and member of staff, and will be reviewed annually.

Purpose of the Job:

To provide general clerical or administrative support to the school under the direction or instruction of Office Manager/senior staff. 

Key duties and responsibilities:

1. Provide administrative support e.g. photocopying, filing, faxing, emailing, completion of routine forms, administration relating to school meals. This could be directly supporting the Head teacher 

2. Update manual and computerised records/management information systems.

3. To place orders, notifying the Office Manager of what has been ordered. To stock take resources for staff eg books, stationary etc

4. To oversee the school website under the direction of the headteacher. To keep the website, Facebook and Instagram up to date.
Individuals in this role may also undertake some or all of the following: 

1. Undertake reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors 

2. Open, sort and distribute incoming mail and post outgoing mail 

3. To support the DHT with the organisation of medical practices and procedures. Be trained in first aid and liaise with parents / carers / staff (texts for banged head or face)

4. Assist with arrangements for visits, for example by school nurse, photographer and other meetings as required sending relevant documents to participants and taking accurate meeting notes as required.

5. Ensure collection of attendance registers 

6. Arrange orderly and secure storage of supplies. 

7. Handle payments for school visits, dinner money, clubs etc.

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

9 To support the Office Manager to organise fundraising events

Arrangements for appraisal of performance

The role of Office Assistant will be monitored through the school’s performance management programme and by the Headteacher.

Signed: ______________________________ Date: _________________

Signed Headteacher: _____________________ Date:​ ​​​​​​​_________________

Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

