Broadwater Down Primary School
Job Description: Administrative Assistant
	Grade:
	Kent Range 3

	Responsible to:
	Line Manager

	
	

	
	


Purpose of the Job:

To provide administrative and organisational services to the school under the management and guidance of senior staff. 

Key duties and responsibilities:
Office

· Act as the main point of contact for the school, investigating queries, assessing the nature of telephone calls, referring them to the appropriate person without referral to the line manager where possible, and receiving visitors in a courteous, prompt and efficient manner, to ensure that staff, service users and members of the public who contact the school are dealt with efficiently and consistently.

· Liaise with pupils, parents/carers, staff and external agencies as required. 

· Collect data and produce lists and information and run reports.

· Undertake word-processing and IT based tasks.
· Provide administrative support e.g. photocopying, filing, emailing, shredding, completion of routine forms, administration relating to school meals.
· Open, sort and distribute incoming mail and post outgoing mail.

· Assist with arrangements for visits, for example by school nurse, photographer
· Process forms, returns, etc., including those to outside agencies.

· Develop and maintain manual and computerised records and management information systems. 

· Organise arrangements for school visits and events.  

· Monitor and manage a limited range of stock within an agreed budget.

· Assist with producing marketing and promotion material for the school.

· Manage the induction process for potential parents to view the school and organise induction days.  

· Deal with all admission and leaving procedures including organising the Local Authority admissions list, issuing letters to parents of new children, administering the waiting list and organising documentation for new pupils. 

· Provide clerical and administrative support to the headteacher, including drafting papers, letters and reports, collating information, filing, photocopying and taking notes at meetings.

· Contribute to the planning and development of administrative procedures and systems. 

Personnel 

· Undertake personnel administration, including setting up of contracts, changes to contracts and terminations.
· Liaise with the school’s pay provider and personnel service to resolve issues.

· Follow the checklist for safer recruitment, including undertaking identity checks such as DBS/Children’s Barred List, reference requests, disqualification check.  Ensure all data is recorded on the Single Central Record.
Finance

· Undertake general financial administration such as processing orders and invoices, collecting monies and undertaking basic book-keeping, such as for cash payments.

· Assist with the administration of school lettings and other uses of school.
· Manage and update a record of those eligible for Free School Meals, including a record of the eligibility documentation required.
Attendance
· Ensure the registration system is updated daily, investigating any missing data with class teachers.
· Record pupil absences and late arrivals on SIMS, maintaining accurate attendance records.

· Act as the initial point of contact for parents regarding attendance issues.

· Make initial enquiries with parents regarding unexplained absences/lateness, including first day calling.

· Monitor the attendance of pupils, referring any concerns to the headteacher, EWO and/or Family Support Adviser.

· Assist the headteacher with the administration of referrals to the School Liaison Officer

· Collate attendance data, producing routine reports for the headteacher.

Pupil Care

· Provide first aid to all children as necessary, ensuring records are kept of any incidents and that the accident form is completed for more serious injuries.
· Contact parents/carers where necessary for collection of sick or injured pupils or for sharing of medical information.
· Administer medicines to any child as required (according to medical records signed by parents).
For all of the above, to ensure all relevant training is attended to keep up-to-date with current practice and thinking.
Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Broadwater Down Primary School
Person Specification: Administrative Assistant
Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· NVQ Level 2 or equivalent.
· Any relevant clerical qualification

	EXPERIENCE


	· Experience of development, management and operation of administrative systems.

	SKILLS AND ABILITIES


	· Literacy and numeracy skills.
· Computer literacy - ability to produce a range of documents and reports, including non-standard reports, using Windows WP package, Excel spreadsheet and database functions.
· Interpersonal, organisational and administrative skills.
· Ability to develop and maintain effective computerised and manual filing systems.
· Ability to organise and prioritise workload to achieve deadlines.
· Ability to investigate complex queries and anomalies when required.
· Ability to take accurate notes and minutes of meetings.
· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the managers concerned.
· Co-ordination skills when arranging meetings and appointments and arranging client care when required.
· Ability to monitor and process accurate financial records.
· Commitment to equalities and the promotion of diversity in all aspects of working.


	KNOWLEDGE


	· Knowledge for implementing a range of administrative procedures, including use of relevant ICT packages and systems.

· Knowledge of the relevant school policies such as data protection and freedom of information protocols.
· Knowledge of a range of IT systems.
· Knowledge of computerised and manual filing systems.
· Awareness of Data Protection and confidentiality issues.
· Staff will be expected to have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety.




