JOB DESCRIPTION: ADMINISTRATION ASSISTANT

SALARY GRADE : KR3

REPORTS TO: OFFICE MANAGER

Purpose of the post:

· To provide general administration support to facilitate the efficient running of the school office.  Working as part of the Office team.

Duties and Responsibilities:

· Act as a point of contact for the school, to provide a warm welcome to parents and visitors and to record and distribute messages effectively
· Administer first aid as and when required. First aid training will be provided
· Maintaining and being responsible for the school’s communication system (Eduspot) sending messages when required. 
· Preparing updated registers for Breakfast Club/After school club.
·  Processing payments for school trips and other school events
· Responsible for visits and deliveries from outside providers (School photographs, school milk,etc.
· Responsible for the purchase and updating of uniform stock.

· Responsible for daily register of pupils (both a.m. and p.m.)
· Prepare any monies for banking

· Responsible for sick records of staff

· Responsible for School Fayres

· Placing orders on the FMS system
