St Augustine of Canterbury Catholic Primary School

Deanwood Drive

Rainham

Kent

ME89NP

Tel 01634 371829

Email: office@staugustine.medway.sch.uk

Job Description

PA to the Headteacher/School Secretary/Receptionist /Administrative Assistant (Attendance and Admissions)
Responsible to: Headteacher 

Grade:  NJC – C1 (Point 6-19)
Location: St Augustine of Canterbury CP School

Contract Type: Permanent/Term Time Only

Contract Term: Part Time

Hours: 8.15/8.30 – 4pm – 39 weeks per year (38 weeks + 5 inset days)

Responsibilities/duties

To provide reception and administrative support in relation to school Attendance and Admissions

PA to Headteacher/School Secretary
· To assist with recruitment.  Place adverts, ensuring all relevant documentation is accurate.

· Maintaining the Single Central Register

· Processing and checking DBS

· Control of the School’s SIMS database and entering pupil/staff information. 

· Completing and submitting accurate School Census Data. 

· Administration of parentmail: newsletter, trips, payments, parent evening, registers, messages

· Responding to requests from staff for reports and assistance

· To assist on liaising with the Governing Body and clerk with regards to meetings and policies

· To act as a point of contact for all school enquiries either by telephone, email or face to face and contribute to the smooth running of the school reception. 

· To contact parents / legal guardians to arrange meetings with the Senior Leadership team as required. 

· Attend and participate in meetings as required.


Reception

· Welcoming and escorting visitors to their destination

· To act as a point of contact for all school enquiries either by telephone, email or face to face and contribute to the smooth running of the school reception. 
· Preparing and posting daily attendance lists for breakfast club, after school club, extra—curricular clubs, activities and trips

· Administering medicines/inhalers to children

· Locate pupils in lessons to pass on urgent messages from parents and/ or teaching staff.

· To ensure that the reception area is kept tidy, informative and welcoming to visitors at all times. 
· To record and sign visitors and pupils in and out of the school. 
· Issue visitor passes where necessary. 
· Telephone 999 for ambulance and/ or police attendance when requested in an emergency situation.
Attendance

· Daily maintenance of class registers, Attendance monitoring, reporting and referrals

· Communicate clearly to parents/carers the attendance procedures and expectations of the school.
· Collate attendance data to enable identification and tracking of pupils for the AAP.
· Accurate recording of all telephone conversations and meetings with parents.
· Monitoring and tracking of whole school attendance and punctuality, sending out attendance letters where appropriate.
· Produce Termly reports for Headteacher and Governors.
· Monitoring, tracking and assessing a cohort of pupils.
· Record and report back to Headteacher outcomes of all meetings attended. 

· Liaise closely and communicate clearly with appropriate members of staff and other agencies for the sharing and gathering of information, this may be confidential or of a delicate nature.
· Exercising good sound judgment in all communications.
Admissions
· Operate as the lead contact for parents seeking admission to the school, explaining and assisting with admissions processes and procedures 

· Process external applications to all year groups, liaising with the Headteacher and Assistant Headteacher (Inclusion) 

· Ensure that relevant student information is gathered from previous schools for new admissions and information for those leaving the School for other institutions in passed on 

· Take an active role in the preparation of the transition process, including providing parents with the necessary information packs, attending the School Open Evening and the New Intake Information workshops, being available to assist parents with any queries 

· Communicate with all feeder institutions regarding transition including distribution arrangements of documents, prospectus and the like 

· Ensure that a free school meal entitlement check is undertaken for all admissions in order to ensure that free school meal uptake remains as high as possible
· Liaise with the Inclusion team over applicants who have an Education and Health Care Plan (EHCP) or special educational needs or English as an Additional Language or are referred through the Pupil Placement Panel 

· Produce regular on/off-roll information, including statistics and ensure this is communicated to all the necessary staff 

· Arrange in-year admissions appointments with relevant staff and ensure all necessary paperwork is available 

General 
· To photocopy documents and materials as directed. 
· To search information and data input information into SIMS school systems as required.
·  To type documentation as required. 
· All employees are expected to show a responsible attitude to health and safety issues and have due regard for their personal safety and that of others. 

· Support, uphold and contribute to the development of the school’s Equal Opportunities, Race Equality and Disability Policy and practices in respect of both employment issues and the delivery of services to the community. 

· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade. 

· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection. Reporting all concerns to the appropriate person.

· Contribute to the overall ethos/work/aims of the school.

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


This job description sets out the duties of the post at the time when it was prepared. Such duties may vary from time to time without changing the general character of the duties or the level or responsibility entailed. Such variations are a common occurrence and cannot of themselves justify re-grading of the post.

Person Specification

· Educated to GCSE English and Maths or equivalent qualification 
· Sound knowledge of SIMS system

· Good MS Office skills

· Experience in School Administration (Admissions and Attendance)

· Excellent communication skills

· Ability to relate well to children and adults
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