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Job Description

Admin Assistant
Salary: KR4/KR5 depending on experience (Pro Rata @ KR4 £10,141)
Working Hours: 22.5 hours per week (30 mins lunch break) 8am to 4pm Wednesday to Friday, term time only including inset days

Reports to: Office Manager
We are seeking to appoint a friendly, professional, efficient and reliable person to join the team in our busy school office.  This post will suit somebody with proven administrative experience, who works well in a busy environment, enjoys finding solutions and who is willing to work as part of a team as well as independently, ensuring there is a smooth transfer of information with other members of staff.

The successful candidate will be able to multi task and prioritise and have the ability to keep calm under pressure to meet deadlines.  Experience of working in a school office and knowledge of Bromcom would be advantageous. You will need excellent IT skills and show good initiative. You will need to have enthusiasm for learning new skills and be flexible, adaptable and proactive.  

Purpose of the job
· To provide general administration support to facilitate and contribute towards the efficient running of the school office
Specific Responsibilities
· To provide a warm welcome to parents and visitors and to record and distribute messages effectively
· Meet and greet visitors, pupils, staff and parents
· Liaising with FLO regarding pupil attendance
· Monitor main school office inbox, responding to enquiries received in person, by phone or emails and acting on instructions as needed and referring on where appropriate 
· Provide effective administration support to Head of School and Office Manager; competent user of Microsoft Office and Microsoft Teams
· Assist with clubs and trips, consents/permissions 
· Be fully aware of and follow all school policies and procedures to ensure compliance
· Deal with incoming deliveries and helping maintain a presentable school office and Reception area; dealing with incoming deliveries
· Administer first aid as and when required. First aid training will be provided
· Maintaining the school’s MIS system (Bromcom) and sending messages when required
This job description is not exhaustive and you may be required to undertake other activities of a similar nature that fall within your capabilities as directed by management.

