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Job Description	
School:  Walter Evans CE Primary School & Nursery School
Reports to: School Business Manager (SBM) / Headteacher
Hours: 37 hours per week, 41 weeks per year
Purpose of the Job:
To provide general administrative, welfare and organisational services to the school under the management and guidance of senior staff.  This includes providing an efficient and effective service in accordance with agreed policies and procedures and the DDAT / Academies Financial Handbooks. Ensuring compliance with all relevant legislation and maintaining confidentiality and high professional standards at all times. 

Main duties and responsibilities:

Administration
1. To act as the first point of contact with staff, suppliers and customers dealing with a range of queries.
2. Provide an efficient and effective reception service, dealing with visitors/telephone calls/post/e-mails/messages.
3. Deal with parent communications via word processing letters and electronic systems.
4. Provide support to pupils where required.
5. Undertake administrative duties in respect of pupil attendance, including following up of individual absences, in accordance with school attendance policy.
6. Act as the school’s attendance officer by monitoring attendance, provide updates on individual pupil’s absence to relevant staff and manage attendance/absence communication with parents, in accordance with the school attendance policy.
7. Keep up-to-date and accurate manual/electronic filing systems.
8. Update the school calendars, website and social media accounts, etc.
9. Produce the newsletter and other promotional material for the school, as required.
10. Maintain pupil records through the school’s Management Information System (Arbor).
11. [bookmark: _GoBack]Update parent details on the relevant management information systems e.g. Arbor.
12. Support the Administrator/Welfare Officer to collate information for daily and weekly dinner numbers.
13. Assist with ensuring policies and procedures are clearly communicated to all stakeholders. 
14. Support all staff with administrative tasks. 

Finance
1. Assist in the management of stocks, check delivery notes and following up queries where necessary.
2. Be responsible for the collection and reconciliation of Nursery lunches, support with dinner monies and trips, etc, via electronic payment systems and providing reports as required.
3. Support with ensuring that Free School Meal applications are kept up to date.
4. Assist with providing information for the DfE/outside agencies, in line with the relevant guidance.    
5. Comply with the school’s policies/procedures and the DDAT/Academies Financial Handbooks.

HR
1. Ensure the school’s policies and procedures are clearly communicated to all staff in school.
2. Support the SBM to ensure school staff have a clear understanding of the policies and procedures and the importance of putting them into practice.
3. Support the Administrator to manage the schools single central record, including carrying out DBS and pre-employment checks.

Health & Safety
1. Act as First Aider.
2. Administer first aid and medicines to pupils following policy and procedure guidelines.
3. Comply with the requirements of Health and Safety regulations.

Other Duties
1. Comply with the Data Protection Act and other legislation to ensure confidentially is maintained at all times.
2. Follow Safeguarding and Safer Recruitment guidelines.                               
3. Promote and support the ethos and principles of the school and to avoid any action that may be detrimental or prejudicial to the interests of the school.
4. Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.
5. Organise school photographs and other external stakeholder visits.
6. Ensure consent forms are in place for all pupils.
7. Distribution of stock.
8. Any other duties in accordance with the grade as directed by senior staff.
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