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JOB DESCRIPTION
ADMINISTRATION ASSISTANT
Terms of Employment
Job Purpose

· To provide general administration support to facilitate the efficient running of the school office.  Working as part of a team with the Office Manager, Finance Officer and Finance Assistant.
Working Hours
· 13 hours per week Mondays & Tuesdays (term time) – 8.45 – 3.45pm (with 30 minutes lunch break). 
Salary
· Kent Range 3: £15,628 - £17,188 term time pro rata (13 hours = £4,527.90 - £4,975.10 pa) dependant on experience). There is the likelihood the role will increase to 19 hours in the near future (£19 hours = £6,617.70 - £7,271.30 pa). Salary is paid over 12 months.
Specific Responsibilities

· Undertake a range of administrative tasks to support the efficient operation of the school; including word processing, data entry, filing, photocopying, shredding etc.

· Maintain the School’s Information Management System (SIMS) database of pupil records

· Check registers for absences and contact parents as necessary
· Reception cover including dealing with telephone enquiries and visitors as appropriate and answering the gate entry system.
· Open, sort and distribute incoming mail and post outgoing mail

· Ordering and administration of “Coolmilk”

· Administer medicines and first aid to pupils to ensure their welfare at school – First Aid training will be provided

· Such other duties as the Headteacher and Governors may from time to time require.
Because of the changing nature of the role you play in the Administration Team, from time to time, you will be required to undertake other activities of a similar nature that fall within your capabilities as directed by management.

