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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 Scheme 4



Terms:
Permanent

Time:

25 hours a week 
40 weeks a year (holidays to be taken during school holiday periods)

1. Purpose of job

To provide an efficient and sensitive administrative service to support the Headteacher and the school
To ensure the safety, safeguarding and well-being of all children in the school by following school policies and procedures

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 operation of the computer system, Word, Email, Excel, all areas of SIMS.net i.e. Pupil Data, Attendance & Personnel 7. 
· Have a good working knowledge of attendance and procedures.
2. PRINCIPAL ACCOUNTABILITIES:
Adhere to the code of conduct for all staff members and follow the school’s ethos and values, as described in the Staff Handbook.
Ensure that any safeguarding concerns are passed on appropriately following the school’s child protection & safeguarding policy
Attendance Officer
· Administer / coordinate etc systems to monitor and review attendance and lates and give regular feedback to headteacher
· Liaise closely with headteacher, FLO & EWO and other relevant outside agencies regarding routine attendance issues

· To support headteacher in ensuring school is compliant with LA attendance requirements and that correct processes are followed for managing attendance issues.
· To support the Attendance Governor and complete Governors Attendance Report 3 x year
Headteacher Support

· Meet with the headteacher at least weekly to plan school diary 
· Be responsible for and co-ordinate the administration and organisation of staff recruitment 

· Be responsible for Performance Management administration, organisation and timetabling
· To plan administration, organisation and logistics for INSET Days and other school events - all aspects – liaising with Site Manager and other staff as necessary
Purchasing / Ordering

· Order stock on a regular basis using procedures set up by Business manager – including online ordering / being named credit card holder

· Use SIMs FMS Module where possible to make orders

· Check in stock / sign invoices / alert Business Manager to any discrepancies

· Chase up any discrepancies in orders received

Assessment and Inclusion Data support

· To attend  update training for Assessment Manager (AM7) as required 

· To set up and be responsible for data input into Assessment Manager (AM7)  after each Pupil Progress review 3 x year

· Print out master sheet for Year 2 teachers to complete SATs results on every May

· To send SATs Assessment data to LEA every June

· To send EYFS data to LEA every June

· To set up and input data for Year 1 phonics screening and Year 2 retakes

· To send phonics data to LEA every June

Personnel tasks – (under direction of Headteacher)
· Support the Headteacher as required in maintaining staff database on school’s information management system (SIMS Personnel 7) e.g. Staff training, sickness and absence recording, personal information
· Support aspects of Personnel Management as requested e.g. Entering data, processing admin related to personnel, processing data for the school workforce census
· Provide SPS with information to update staff contracts as necessary

· Process all aspects of appointments of new staff in relation to medical checks and contracts

· To generate and process “acting up” forms for TAs as required

· To book supply teachers as required and process necessary paperwork
· To keep an up to date record of supply teachers contact details

· To generate and process MDMS cover forms as required for MDMS absences
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

Staff Wellbeing
· Organise buying and signing of staff birthday cards and collect card/ flower/gift money as needed

· Collect tea and coffee money 
3: The following aspects are the joint responsibility of both Admin Assistants:
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 

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

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

Office Computer System

· Liaise with colleagues and EIS re all areas of Admin. Network 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
Caterers/school meals
· Liaise with cook as & when required
· Follow office practice for dinner registers 
· 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 

· End of each week “send out W13s seeking no reason for absence 
· Liaise with Administration colleague re: all aspects of attendance / absence
Deputise for Colleague

· Maintain the ability to undertake the work of Admin colleague in the event of absence
5. 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.
6.Legal Requirement 

The position will be subject to sufficient references & successful Disclosure and barring Service check, to meet safeguarding regulations.
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