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Job Description and 

Person Specification
	Post
	Office Assistant
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	Employee Signature
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Job description: Office Junior 

    

Grade: XX  

Line Manager/s: Academy Admin Manager 

Purpose of Role:

To provide a comprehensive office service carrying out a wide range of tasks under the direction of the Office Manager 

Key duties and responsibilities:

Reception duties
Undertake reception duties; act as first point of contact in response to main academy email, telephone and face-to-face enquiries, liaising with members of the public, pupils and staff regarding academy related enquiries - informing office staff of any complaints or matters of delicacy. Receive and check deliveries, ensure all is distributed correctly and liaise with Finance Officer with any discrepancies etc. 
Clerical and 
general admin
Provide administrative support e.g. opening and distributing mail, photocopying, filing, shredding, emailing, completion of routine forms, administration relating to school meals, producing letters, memos, timetables, reports etc. reporting faulty machinery and equipment to Office Manager or Site Staff as necessary. Manage Coolmilk; maintain term dates and add new children and Pupil Premium applications. Deal with all administration related to pupil requests for holidays; liaising between Head of School and parents with regards to holiday being authorised or not; following up with Attendance Team and Learning Mentors where required. Assist in keeping all MIS information up to date; updating pupils records, receiving and sending CTFs, carrying out Census three times a year and Workforce Census once a year. Other duties not specified but as requested or delegated by academy staff, Office Manager or Leadership Team.

Admissions/

Transition


First point of contact for all admission enquiries; sending out In-Year application forms, liaising with Learning Mentors, carrying out all admin duties related to admissions (including in-year) and Year 6 transition which would include importing and exporting CTFs, forwarding information from secondary schools to the relevant pupils, , sending physical files onwards in liaison with Learning Mentors etc. This list is not exhaustive.  
Finance
Support the Finance Officer with a range of financial duties such as managing income and credit control for residential trips, other school trips, dinner money and breakfast club on Schoolmoney.  Help keep simple financial records for the Finance Officer.
Attendance
Ensure completion of attendance and meal registers. Support the follow up of any unexplained absences to determine and record reason. Ensure kitchen staff receive reports each morning in a timely manner etc.

First Aid
Carry out first aid duties when necessary. Supporting the Office Manager/Academy Welfare and Support Assistant in ensuring first aid supplies in the office and classrooms are kept full and up to date.
School uniform
Liaise with parents and supplier regarding any uniform queries. Assist with stock taking, ordering and sales (if applicable). Manage orders of uniform items sold directly by academy.
Noticeboards

Keep up to date with any new notices or posters

Training
Participate in training and other learning activities and performance development as required. 

Meetings

Attend and participate in relevant meetings as required.

Pupil Needs
Assist with pupil needs as appropriate during academy working hours such as contacting parents/carers if a sick child needs to go home etc. 

Other duties
Those not specified but requested by the Office Manager or Leadership Team.

Confidentiality 

It is expected that all ACE employees ensure confidentiality is maintained in line with agreed policies and protocols. 

Safeguarding 

All ACE employees are expected to comply with Trust policies and procedures relating to safeguarding and undertake annual refresher training. 

Trust Policies 

It is the expectation of all ACE employees that they familiarise themselves with all academy policies and any updates. 

Professional Development

The postholder will engage in relevant professional development to maintain an up-to-date knowledge of current issues and developments. 
Health and Safety
Health and safety is the responsibility of all employees therefore the postholder is expected to have a good working knowledge of policies and procedures and take effective actions to maintain safe working practices. 
This job description is not prescriptive, nor necessarily a comprehensive definition of the post.  As such, it may be subject to amendment, after consultation, to meet the changing needs of the Academy. The postholder will also be expected to undertake such other reasonable duties as requested from time to time by their line manager or executive/senior leadership team. 
Person Specification

The following outlines the criteria for this post. 
	QUALIFICATIONS

	· GCSE in English and Maths essential.  



	EXPERIENCE


	· Some knowledge of administration and office systems.



	SKILLS AND ABILITIES


	· Ability to communicate effectively with other school staff and teachers, senior leadership team, pupils, parents / carers, suppliers, visitors.

· Literacy and numeracy skills – ability to read and write, put items in alphabetical order, add and subtract figures and to use a calculator.

· Computer literacy – ability to use a computer and produce a range of accurate documents, using Windows package and basic spreadsheet/database and accurately input information, once training has been provided.

· Ability to work to deadlines; carry out and complete all tasks requested in a timely manner

· Ability to interact courteously and confidently with other school staff and teachers, senior leadership team, pupils, parents / carers, suppliers, visitors.

· Confidence and ability to ask questions relating to achieving the task.

· Confident telephone manner and ability to write down accurate messages.

· Good organisational skills

· Ability to use a filing system, once training has been provided.

· Ability to take accurate notes of meetings – training would be given

· Ability to retain and use a range of new information.

· Ability to work confidentially, keeping work-related issues and discussions in the workplace.

· Willingness to attend training courses which help you in your current role and develop your potential for other roles.



	KNOWLEDGE


	· Requires knowledge of a range of administrative support tasks and office and related school procedures and systems.

· Awareness of equalities and diversity issues – respecting the needs and views of other people.

· Understanding of health and safety issues within the workplace, once these have been explained




