Job Description
Job Title:
Administration Assistant (KR4)
Responsible to:
School Business Manager 
Responsible for:
n/a
Purpose of the Job:

To provide specific clerical and administrative functions for the school under the direction of the School Business Manager, taking a proactive role in relation to its day to day functioning
	Key duties and responsibilities:

	· Support the day to day clerical and administrative functions of the school, including clerical processes, word processing, IT based tasks (requiring knowledge of various ICT packages) and operation of office equipment
· Undertake reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors

· Ensure all attendance registers are completed and saved to the SIMS system and all children are accounted for

· Develop and maintain manual and computerised records and management information systems, including the asset register

· Maintain stocks and supplies of a variety of consumables and uniform, distributing as required

· Organise a variety of data gathering exercises (e.g. height/weight data) and health initiatives (e.g. flu immunisation) 

· To upload and oversee the content of the school website
· First point of contact for sick pupils, organise first aid and liaise with staff

· Administer medicine as required

· Display a commitment to child protection and safeguarding. Report to the headteacher any behaviour by colleagues, parents and children which raises concern
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person



Person Specification   
	
	CRITERIA 

	QUALIFICATIONS

	NVQ3 or equivalent


	EXPERIENCE


	· Knowledge of administration and office systems
· Reception/Front of House/customer service experience (desirable)


	SKILLS AND ABILITIES


	· Excellent inter-personal skills

· Computer literacy – ability to produce a range of accurate documents and standardised reports
· Ability to organise and prioritise workload to achieve deadlines

· Ability to investigate queries and anomalies when required

· Ability to operate computerised and manual filing systems and make improvements where necessary

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


	KNOWLEDGE


	· Knowledge and procedures for a range of administration activities including knowledge of various IT packages
· Knowledge of computerised and manual filing systems

· SIMS.net (desirable)

· Awareness of and work within national legislation and procedures relating to Health & Safety



	BEHAVIOURS
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