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	Role Profile
	Administration Assistant 

	Reports To
	Head Teacher 

	Grade
	Kent Range 5

	Hours
	37 hours per week, term time only (38 weeks per year)

Monday to Thursday 8:30am-4:30pm, Friday 8:30am-4:00pm

	Job Purpose
	To provide excellent reception facilities and administrative and organisational services to the school 

	Accountabilities
	The post holder will be expected to undertake the following broad accountabilities: -

· Warmly welcome all visitors to the school and ensure a welcoming and positive reception environment

· Respond to reception and visitor enquiries in a timely and professional manner

· Provide general administrative and organisational services to the school and Head Teacher 

· Liaise with pupils, parents, and carers

· Liaise with other staff and external agencies

· Be responsible for the school census and ensure all data return deadlines are met.

· Process forms, returns, etc. including those to outside agencies.

· Contribute to the planning and development of administrative procedures and systems. 

· Manage an electronic parent communication system and share all electronic communication

· Distribute school information and newsletters electronically to parents/carers and staff and upload information on to our website when required

· Act as the Admissions Officer, for Year R admissions and manage waiting lists for all year groups
· Monitor pupil attendance ensuring that Arbor is updated daily, and absences are followed up with the senior leaders, class teachers, parents, and carers where necessary. 
· Manage recruitment, Single Central Record, and staff absence for the school with support from the Trust Central HR Team

· Ensure all personnel files are kept up to date and compliant 

· Book all supply staff at the request of senior leaders

· Liaise with the Trust Central Finance Team in respect of primary orders, unpaid trips/school dinners, additional hours/expense claims and monies raised for charity

· Assist with the organisation of school trips / clubs / open days / school workshops
· Arrange school photographs and liaise with photographers regarding orders and delivery 
· Monitor and manage a limited range of stock within an agreed budget

· Liaise with the Trust Marketing & Communications Officer to ensure the primary phase section of the school website is up to date, compliant and information is routinely uploaded to class pages

· Administer medicine and First Aid to pupils where necessary


	Person Specification
	Administration Assistant (Primary Phase)

	Qualifications/

Experience
	· Ideally NVQ Level 2 or equivalent 
· Ideally previous experience of working in a school office or in front of house environment 
· Knowledge or experience of the operation of administrative systems would be an advantage
· Qualified First Aider (training can be provided if necessary)

	Skills and Abilities
	The post holder should possess the following skills and abilities:

· Excellent front of house inter-personal skills

· Excellent communication skills, both verbal and written for dealing with a range of individuals

· Good literacy and numeracy skills.

· Computer literacy - ability to produce a range of documents and reports, including non-standard reports, using Microsoft packages.

· Excellent organisational and administrative skills.

· Ability to develop and maintain effective computerised and manual filing systems.

· Ability to organise and prioritise workload to achieve deadlines.

· Ability to investigate complex queries and anomalies when required.

· Ability to take accurate notes and minutes of meetings.

· Ability to take a proactive approach and use initiative in tracking action points from meetings and correspondence, in liaison with the managers concerned.

· Co-ordination skills when arranging meetings and appointments.

· Commitment to equalities and the promotion of diversity in all aspects of working

	Knowledge
	The post holder should possess the following knowledge:

· Knowledge for implementing a range of administrative procedures, including use of relevant ICT packages and systems.

· Knowledge of the School’s Record Retention Policy and freedom of information protocols of awareness of the requirement for this policy and protocol.

· Knowledge of a range of IT systems.

· Knowledge of computerised and manual filing systems.

· Awareness of Data Protection and confidentiality issues.
· Staff will be expected to have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety.



	Personal Qualities
	The post holder should possess the following personal qualities:

· A flexible approach.

· Ability to build and sustain effective working relationships

· Ability to demonstrate enthusiasm and sensitivity while working with others

· Ability to make considered decisions

· Be encouraging and supportive in the development of others

· Be emotionally self-aware

· Conflict management

· Demonstrate a high level of integrity, honesty, and fairness

· Have high personal aspirations and inspire the same in all members of the school community

· Humour, warmth, and energy

· Empathy with students

· Organisational awareness/service orientation

· Readiness to reflect on, evaluate and improve practice
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