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Plaxtol Primary School

Job Description: Administration – Level 3
Name :                         
	School:
	Plaxtol Primary School

	Grade:
	Kent Range 5

	Responsible to:
	Head Teacher


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:

1. Provide administrative, and organisational services to the school.
2. Attend updates linked to SIMS.
3. Liaise with pupils, parents/carers.
4. Liaise with other staff and external agencies.
5. Analyse and evaluate data and information and run reports.
6. Undertake word-processing and IT based tasks including operation of relevant equipment and advanced ICT packages.
7. Organise meetings and take notes.
8. Process forms, returns, etc., including those to outside agencies.
9. Contribute to the planning and development of administrative procedures and systems. 
10. Respond to reception and visitor enquiries.
11. Monitor pupil attendance and run reports.
12. Undertake personnel administration, such as DBS checks.

13. Keep the Single Central Record up to date.

14. Regularly review the content on the school website and update as necessary. 
Individuals in this role may also undertake some or all of the following:

1. Organise arrangements for school visits and events.
2. Monitor and manage a limited range of stock within an agreed budget.
3. Assist with producing marketing and promotion material for the school.
4. Process, maintain and monitor financial records relating to expenditure and income and processing invoices.
Signed__________________________________________________
Date_____________________

Signed__________________________________________________
Date_____________________


Head Teacher
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.

For KCC purposes this post has been rated as DMA Level 1
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Job Matched to Administrative Officer Level 3 KR05 - Date of Evaluation 31 Jan 05 (ref:SS00677) 

(August 2013 AL)


