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JOB TITLE:  Administration Assistant 




RESPONSIBILITY TO: Headteacher
Job summary:
To provide a professional reception and secretarial service and undertake the efficient organisation of tasks associated with School Office Administration.  

Salary:
Kent Range 2



Terms: Casual Relief 6 month Contract
Time:


 8.30am – 1pm (Mon & Tues) 



(Required on a flexible working hour’s basis to cover increase work periods /absences)                          
38 weeks a year (Term time only) 
Hourly Rate £9

Closing Date                     Mon 20th January 2020

Interview Date                Wed, 22nd January 2020

Contract Period 
Mon, 3rd February 2020 – Tues, 21st July 2020


1. Purpose of job

To provide an efficient and sensitive administrative service to support the Headteacher and the school
Dimensions:

· Liaise with Administration colleague to provide a seamless administrative service and ensure that the school office is staffed at all times.

· Ensure that regular training is undertaken to move forward with the changes in systems and technology.

· Have a good working knowledge of the principles of computer systems for recording data, Word, Email, Excel.
2. PRINCIPAL ACCOUNTABILITIES:
Data protection/ Freedom of Information / Filing
· Keep up to date with all legislation regarding DP / FOI and act as school data processor.
· Administer the retention schedule and inform and advise staff regarding retention of documents
· File all documents where applicable, review yearly & archive if necessary - in line with DPFOI: Records Management RETENTION TABLE.
· Maintain/ Update  the schools Data Asset Register

· Collate /Review and Transfer Annual Audit data to the Data Asset Register

· Provide information to the schools DPO, by providing notification of Data Breaches.

Financial Responsibilities

· Carry out weekly Banking of cash income

· Distribute weekly petty cash to staff

· Assist with stockroom ordering when required

Reception & Telephone

· Provide a friendly and helpful first point of contact and information service for visitors and parents at reception. 
· Receive telephone calls, take messages and deal with as appropriate

· Respond in a friendly manner to all enquiries 
· Take children to class if they arrive late
· Escort visitors to locations around the school if needed

· Post - Deal with incoming and outgoing post

School diary 

· Help keep the school’s computerised diary up to date and liaise with Administration colleague and Headteacher where applicable

· Help ensure all staff have access to up to date diary in staffroom, amending as needed to maintain relevance

Office Computer System

· Liaise with colleagues for reporting system problems to EIS school admin  Network Support i.e. difficulties/training as necessary when or if they occur

· Visit e-mail daily and printout as required

· Visit Kent trustweb regularly and printout information to disseminate as required
· Provide General Administrative Support to the office & colleagues.

Caterers/school meals
· Follow office practice for daily dinner registers 
· Help keep free meals up-to-date/liaise with Awards as & when required
Registers
· Via SIMs Attendance Register 

· Check registers daily & balance where needed
· Transfer “Lates” into registers

· Print of daily “sessions absence list
· Distribute holiday/absence forms where requested 

· Liaise with Administration colleague re: pupil  attendance / absence
Deputise for Colleague

· Maintain the ability to undertake the work of Admin colleague in the event of absence

3. Job Context:

The post holder has day to day contact with the Headteacher, staff, pupils, parents and Governors, as well as staff from the Area Education Office, other Kent County Council Departments, the Department for Education and other agencies, other schools and local playgroups, the local community and representatives of a wide variety of goods and services.
4. Change Statement:

A re-organisation of the school administration team has created a temporary admin assistant role, with individual specific Principal Accountabilities whilst having shared responsibilities. This post will involve the use of the post holder’s initiative to plan to meet deadlines and find solutions to problems and the ability to liaise effectively and work well with colleagues, whilst taking account of confidentiality.
5. Legal Requirement 
The position will be subject to sufficient references & successful Disclosure and barring Service check, to meet safeguarding regulations.
PRIORY INFANT SCHOOL


“Working Together for a Better Tomorrow”
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