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JOB DESCRIPTION

POST TITLE:

Administration Assistant

ACCOUNTABLE TO:
School Business Manager

POST OBJECTIVE:
To provide an efficient, effective and positive receptionist/clerical service for the school that will contribute to good relations between school, its parents and the community. It will be necessary to work with information technology in accordance with the school’s policies and Health & Safety guidelines. 

DUTIES AND RESPONSIBILITIES

Reception

1. To be the first point of contact for visitors, responding to enquiries, directing to areas of the school and informing appropriate staff of their arrival.

2. Oversee the signing in and out of school visitors, ensuring identity checks eg DBS documents are checked or completed as required and maintain database. 

3. Receive, monitor and redirect as necessary all incoming calls and emails. 

4. Respond to telephone enquiries on information within the post holder’s knowledge and scope of their post.
Financial 
1. Collect and record monies for school meals, weekly reconciliation information and contact parents for payments, adhering to school policy. Complete associated paperwork, including checking free school meals entitlements and maintain up-to-date records. Inform kitchen of numbers daily.
2. Collect and record monies for school trips and other income, associated paperwork and banking. 

3. Operate the school financial system, including ordering and receiving goods and services. 

Attendance 

1. Check attendance and dinner registers and weekly reconciliation/reports as required. Chase up reasons for absence with parents according to school policy.
2. Record information received about absences.
3. Record details of children late for school. 

4. Produce attendance reports as requested. 

5. Follow procedures for pupil leave or holidays.

Information Technology

1. Operate the school’s financial system for goods and services.
2. Maintain the pupil database for leavers/starters, attendance, pupil information and compile statistical returns or reports as requested. 

3. Produce word processed documents and spreadsheets as directed. 
Clerical 

1. Undertake pupil, financial and general filing as necessary.

2. Open mail and distribute to staff.
3. Accept and check deliveries following up any discrepancies. 

4. Update manual and computerised pupil records.

5. Photocopy and distribute documents, including annual pupil reports.

6. File catalogues and dispose of out of date information.

7. Maintain inventory records and conduct an annual check.
8. Liaise with parent/teacher group (Friends of Griffe Field) about events, issue tickets and receive payments.

9. Prepare and issue tickets for pupil events, receive and record payments.

10. Arrange supply staff cover as required. 

11. Assist with Personnel duties eg staff vacancy, new starters and sickness documentation. 

12. Administer collection and process orders for promotions eg supermarket vouchers for free school sports items.
Other

1. Work with the Admin team and school staff in a professional way, presenting a positive role model to others.

2. Ensure confidentiality at all times.

3. Comply with DDAT and School policies and procedures.
4. Understand and comply with the DDAT Equal Opportunities Policy.

5. Comply with all Health and Safety policy and legislation in the performance of the duties of the post.

6. Carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the post. 

