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	Park Way Primary School 




Job Description: Administrative Officer -
	Grade: Kent support staff payscale

	Responsible to: Headteacher
	


Purpose of the Job:

To effectively assist in the effective administration of school systems providing a friendly and welcoming “front of house” experience for all parents and guests of the school.
 General Duties 

Front of House

· Act as first point of contact for all parents and other visitors to the school, meet and greet all visitors with a smile and ensure that they are dealt with in a professional welcoming and friendly manner.
· Provide refreshments for visitors and at meetings as required.

· Ensure that a welcome / safeguarding leaflet is given to all our guests upon arrival.

· Ensure that all visitors (including contractors) and pupils arriving late or leaving early comply with school signing in procedures.
· Ensure that all contractors undertaking work on the school premises sign the asbestos register accordingly.

· Ensure that the school noticeboards (including the one at the gate!) are kept up to date and look attractive.

· Assist in keeping the reception area and office clean, tidy and welcoming.

School Administration
· Assist with the updating of both the SIMS computerised and the paper records for existing pupils as and when the school is notified of any changes.

· Assist with printing the pupil data sheets, distribute to parents and carers in envelopes, monitor returns and amend pupil data annually to update SIMS records.

· Assist with maintaining the free school meals register using the computerised system, ensuring that the Deputy Headteacher is aware of any changes.

· Acknowledge receipt of deliveries, unpack and check. Sign and date delivery notes and financial statements that come into the school.

· Count and reconcile money collected from the school breakfast club so that there is a clear audit trail from collection to the school bank account. Liaise with the resources manager to ensure that this is effective.
· Order food supplies for Breakfast Club and After School Club online.

· Order refreshments (tea, coffee and milk) for staff and visitors online.

· Post letters daily.

Financial Administration

· Ensure that all cash monies collected are counted and accounted for properly.

· To reconcile the school fund accounts, maintaining all records, including collection of all monies and banking, and ensure that the accounts are properly audited annually.

· To assist the Business Manager with the processing of orders and requisitions.
· Deal with the administration (including bookings) of the after school club under the guidance and direction of the Business Manager.

· Issue invoices for ASC and liaise with Business Manager in chase any debt.

· Issue invoices under the guidance of the Business Manager.

· Administer swimming arrangements for pupils, including the collection and accounting of monies.

· Count and reconcile money collected from the school breakfast club so that there is a clear audit trail from collection to the school bank account. Liaise with the resources manager to ensure that this is effective.

· Seek payment for any school arrears by parents eg. Swimming money.

· To oversee any supermarket or loyalty voucher schemes, including the counting and tallying of vouchers and ordering equipment online.

Supporting School Human Resources

1. To ensure that DBS checks are completed and detailed records kept, including the Single Central Record to meet safeguarding requirements.

2. Provide administrative support to HR processes as part of the wider administration team.

3. To undertake all matters relating to the organisation of the recruitment of all staff and to liaise with the Business Manager to ensure that this connects successfully with payroll and finance requirements.
4. Issue contracts (and changes to contracts) to all staff ensuring that these are consistent with payroll and budget.

5. Maintain personnel records, including the SIMs database and related returns such as the workforce census. 

Welfare
· Administer first aid to staff and pupils as necessary in accordance with school policy and procedures and ensure that accidents are properly recorded and reported.

· Be responsible for the administration of medication to pupils, keeping medicines stored safely in accordance with school policy and procedures. Complete necessary paperwork and permissions from parents. Oversee medication taken by pupils.

· Where necessary contact parents/ guardians.

· Arrange collection and delivery of articles left at school for pupils by parents.

· To ensure that lost property is displayed at least termly for parents and any unclaimed items disposed of.

· Liaise with the Attendance Officer to ensure that attendance is monitored effectively
To undertake such other reasonable duties as may be required within the school.
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