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Royal Rise Primary School

Job Description: Office Assistant

Grade

Kent Range 3

Responsible to

The Headteacher / Business Manager
Job Purpose

To provide outstanding general clerical and administrative support to the whole school community

under the direction of senior staff.

Duties and Responsibilities

· Contribute to the efficient running of the office, prioritising tasks appropriately and working

· collaboratively with colleagues, ensuring the office environment is welcoming, tidy, organised

· and professional

· Provide a first point of contact for pupils, parents and visitors at reception and on the telephone

· Assist with arrangements for school visits

· Open, sort and distribute incoming mail

· Updating information on SIMMS

· Ordering stock

· Record data on school SIMS database and other computerised systems

· Contribute to keeping school publications and information up to date and relevant e.g. Notice

· boards, Staff Handbook, policies, website

· General school administrative support such as accepting and distributing deliveries, arranging

printer supplies and maintenance, photocopying, preparing letters, data input, filing, shredding,

emails, completion of routine forms, administering medicines to pupils; collection of monies

from parents.

Other Responsibilities

 Knowing all relevant School policies and being familiar with the Staff Handbook

 Caring for the welfare and learning of all members of the school community

 Appreciation (after training) of Health and Safety and Safeguarding

 Attending relevant training and providing feedback to staff where appropriate

 Attending staff meetings as appropriate

 Other relevant duties, commensurate with grade, as directed by the Headteacher

It should be understood that this job description is not exhaustive as workload changes regularly.

Areas of responsibility might have to be reallocated in order to maintain the effective and efficient

deployment of staff within the School.
