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Beaumont Community Primary School

JOB DESCRIPTION

JOB TITLE: Administration Assistant
GRADE: 2.3 dependent on experience
Hours:  21.25 hours (term time only) 9am – 1.15pm or 9.15am – 1.30pm to include lunch duty
RESPONSIBLE TO: School Business Manager and Headteacher

PURPOSE OF THE JOB
To work as part of the team to help ensure the smooth running of the administration support service across the school. To ensure that safeguarding procedures are followed in all aspects of school life.

1.	Point of Contact
1. Act as first point of contact for visitors and carry out security and safeguarding procedures, ensuring that all visitors sign in and out and are issued with ID badges.

2. Notify appropriate members of staff of the arrival of visitors.   Ensure that visitors do not enter the main school building without an escort, unless this has been authorised by the person they are visiting.

3. Act as the central information and communication point with regard to queries and requests for information from parents and other individuals / organisations.

4. Control pupils’ signing in and out during school hours

5. Take delivery of items.   Notify the addressee to arrange removal.   Arrange for return of items as requested

6. Make, receive and redirect telephone calls, including voicemail and email communications.  Take messages and ensure that these are passed on as quickly as possible.

2.	FINANCE
1. Operate the schools’ system and procedures with regard to school meals, including collecting money / chasing debts and promoting the uptake of free school meals.   Inform line managers promptly in the event of prolonged and / or persistent non-payment.

2. Operate the school system with regard to confirming and booking school clubs to include collecting money / chasing debts and promoting the uptake of clubs.   Inform line managers promptly in the event of prolonged and / or persistent non-payment.
· Breakfast Club
· Wrap Around Care
· All after school clubs – co-ordinating with all club leaders

3.	OFFICE ADMINISTRATION

1. Open general incoming post and communications to the school’s generic email.   Forward named correspondence and email messages to the addressee.   Deal with routine general items and refer more complex issues as appropriate.

2. Manage and update the school diary and co-ordinate it with the Headteacher’s diary, including:

· School trips, visits and other events
· Governors’ meetings
· School lettings
· Parents’ evenings
· Staff meetings
· Contractors’ visits
· Visits by LA representatives and other external agencies 
· Visits by prospective parents
· Etc


3. Administer the school’s pupil registration process including:

· Managing and monitoring daily pupil attendance
· Checking and updating lunch registers, liaising with school kitchen
· Recording pupil attendance information in accordance with the school’s systems and procedures;
· Investigating unauthorised / unplanned absences
· Referring pupils to and liaising with the Education Welfare Officer 
· Notifying the School Business Manager and Headteacher in the event of unexplained pupil absence if contact cannot be made with parents / carers

4. Provide an administrative support service to the Catering staff including:

· Numbers for school meals / packed lunches
· Reconciliation of dinner money received to uptake of meals
· Liaising with catering manager


5. Assist with administration of trips and visits, school clubs and other activities.   Receive, check and record monies in relation to school trips and miscellaneous income in accordance with the schools’ procedures.   Book transport as required.

3. Despatch information to parents / carers in accordance with agreed deadlines including:

· Annual pupil information update forms
· Home / School agreements
· Letters
· Information regarding trips / visits / school events
· Other items as requested by the Headteacher,  School Business Manager or other members of the teaching staff.

4. Assist in provision of an administrative service for pupil admissions / transfers i.e:

· Prepare induction packs as required.
· Liaise with previous / future schools to arrange transfer of pupil records.
· Enter information into the MIS system in accordance with the schools’ procedures.

5. Assist in the maintenance, store and transfer pupil records as requested by the School Business Manager or Headteacher.
6. Operate the school’s administrative arrangements and procedures with regard to one-to-one tutoring, after school clubs and other activities.
7. Assist in preparation, editing and distribution of the school newsletter and brochure – using school systems (Dojo, primary site)
8. Maintain staff attendance records
9. Prepare and submit routine reports using the LA and schools’ systems and procedures, as directed by the School Business Manager or Headteacher 
10. Assist with year-end archiving.

4.	GENERAL ADMINISTRATION
1. Liaise closely with colleagues across the Authority and within other schools to:
· Exchange information
· Share ideas and best practice
· Co-ordinate activities and systems wherever appropriate
· Avoid duplication of tasks and activities wherever possible
· Maximise opportunities to increase efficiency and reduce costs
· Promote and strengthen good working relationships

2. Monitor stocks of office stationery and other supplies and replenish stocks as required in accordance with agreed stock levels and procedures.   

3. Assist with day-to-day management of lost property.
4. Actively contribute to and promote the overall ethos / work aims of the school.
5. Attend and participate in regular staff meetings as required.
6. Show prospective parents / pupils around the school.
7. Participate in training and other learning activities and performance development as required.
8. Maintain consistent high standards of professional conduct, tact and diplomacy at all times in dealings with parents / staff colleagues and all visitors to the school.

9. Maintain absolute confidentiality and exercise discretion with regard to staff / pupil information and the school’s business at all times.

10. Act as an ambassador for the school within the local community and beyond, ensuring that the ethos of the school is promoted and supported at all times.

11. Undertake any reasonable tasks as requested which fall within the scope of the job grade.

5.    SAFEGUARDING
1. Beaumont Community Primary School is committed to safeguarding and promoting the welfare of children and young persons at all times.  The Administration Assistant, under the guidance of the School Business Manager and the Headteacher will be responsible for promoting and safeguarding the welfare of all children with whom he/she comes into contact, in accordance with the school’s Safeguarding policies. The post holder is required to obtain a satisfactory Enhanced Disclosure from the Disclosure and Barring Service (DBS).   














	PERSON SPECIFICATION

	Knowledge
	Essential skills carry out the basic needs of the role
	Desirable skills to work at a fully competent level

	Technical or specialist
	Demonstrable experience in successfully carrying out a range of administrative/financial procedures.
	Knowledge or Arbor MIS system, Dojo and maintaining a website

	
	Relevant qualification, such as NVQ 3 or BTEC/ONC or an equivalent level of knowledge in Business Management or Financial Management 
	Degree in Business management  or equivalent 

	Literacy and numeracy
	A - C GCSE grade or equivalent 
	Degree or equivalent 

	
	Good level of written English
	

	
	Average typing speed of 40 words a minute
	Average typing speed of 65-70 words a minute

	
	Keyboard and mouse skills are required to undertake range of tasks, e.g. the production of reports, routine and non-routine correspondence etc.
	Considerable demand for keyboard skills in inputting accurate information into school admin/finance systems

	
	Ability to use Word and Excel 
	Use various databases and applications 

	Organisational
	Ability to use general office equipment. (answer phones, photocopier) 
	Knowledge of personnel policies and procedures, e.g. recruitment and selection

	
	
	Knowledge of health and safety regulations and responsibilities

	
	
	Good understanding of school structure.

	
	
	Knowledge of First Aid procedures and relevant paperwork

	Knowledge & use of equipment
	
	Knowledge of school’s computerised systems, may include specialised software

	
	
	Knowledge of audio visual equipment.

	Any other (incl. Political)
	Some understanding of the role of governors
	Broad understanding of Governors and their role.

	
	Some understanding of the DFE
	Broad understanding of Government initiatives and their impact on schools

	Research
	Collate information on pupil or staff records, this could include statistical information
	

	
	Prepare some financial information for manager/ Area/Headquarters and auditors
	Confident in recording and providing financial information

	Problem solving
	Identify variations from accepted patterns or missing documentation or other unusual aspects and refer them to line manager, e.g. incomplete accident record
	



	Thinking creatively / Developing new ideas
	
	Proven evidence of ability to consider new ways to improve work systems 

	Planning ahead
	Ensure routine and non-routine correspondence is produce on time
	



	
	Assist in the preparation for schools activities e.g. sports day
	

	
	Proven ability to meet deadlines
	



	Advising / guiding skills
	Providing guidance on systems and procedures for new members of staff
	Influencing skills needed e.g. in work allocation and resolving staffing issues

	
	May be required to informally advise teaching staff on procedures, e.g. First Aid, or how to access information.
	



	Verbal and written communications skills (including use of languages)
	Make and receive telephone calls, answer queries or refer to line manager as required
	

	
	Maintain a range of records, e.g. pupil exam results, first aid, etc, some of which may be confidential reports
	

	
	Produce documents for, or on behalf, of the Headteacher or other senior staff
	

	Level of autonomy
	The post holder will be expected to make day-to-day decisions about their own workload
	Able to manage work load to a high standard



	
	Includes semi-routine tasks requiring some personal initiative
	

	
	Work covered by guidelines and procedures over a range of tasks
	





EVALUATION NOTES
KNOWLEDGE
The post holder needs good literacy and numeracy skills to undertake a range of tasks, e.g. producing correspondence on behalf of the Headteacher, producing attendance reports, etc.
The post holder needs a broad knowledge of equipment, e.g. reprographics, /or software packages, e.g. Word, Excel.  More in-depth knowledge for e.g. specific software packages, could be obtained on the job as necessary.
More specific school policy knowledge can be gained in post.
MENTAL SKILLS
The post holder will use judgement and developmental skills when setting up appropriate systems, e.g. filing systems, spreadsheets etc and producing financial information for line manager/auditors.
Post holder will undertake short term planning, e.g. managing own workload ensuring deadlines are met, planning for school activities.
The post holder is likely to be the first point of contact in dealing with customer complaints and would need to decide when to refer on to more senior staff.
INTERPERSONAL AND COMMUNICATIONS
The post holder will carry out and/or oversee a range of written communication tasks for which s/he will have overall responsibility, e.g. accurately recording accident information, personal information, pupil exam results, production of statistics, Records of Achievement, staff records etc.  Much of the material handled will be of a sensitive and confidential nature.
The post holder will communicate with range of visitors, staff and pupils within the school, often on behalf of the Headteacher.  
The postholder needs to be able to communicately appropriately with pupils, according to their age, for straightforward advice on first aid.
PHYSICAL SKILLS
Ability to use keyboard and mouse to produce accurate records, will include the production of reports, correspondence, inputting/updating financial information etc.
Work accurately with attention to detail.
INITIATIVE AND INDEPENDENCE
The post holder is likely to make decisions in the following areas:
Dealing with a wide range of queries, in person and on the telephone and assessing when to refer to line manager/senior staff.
Deciding the priority of work.
Generating correspondence on behalf of the School Business Manager and Headteacher.
PHYSICAL DEMANDS
Minimal physical demands.
MENTAL DEMANDS
The post holder will be expected to switch between tasks during the course of the working day.
It is likely there will be interruptions from staff and pupils.
There will be tasks that require alertness and concentration
There could be work related pressure when overseeing the reception area, especially in busy periods, e.g. early morning or at the end of the school day.
EMOTIONAL DEMANDS
The post holder may be required to attend to sick and injured pupils and make appropriate arrangements.
RESPONSIBILITY FOR PEOPLE
The post holder ensures that a front line service to visitors to the school is provided.  This requires an awareness of own customer care skills and those of administrative/finance staff.
RESPONSIBILITY FOR FINANCIAL RESOURCES
The post holder is responsible for a range of financial tasks.
The post holder will ensure that monies collected are processed and recorded in accordance with financial procedures.
RESPONSIBILITY FOR PHYSICAL RESOURCES
The post holder is responsible for overseeing the administration of First Aid to pupils and staff, this includes – calling home and informing parents or calling emergency services.
Responsible for the accurate recording and updating of pupil and staff information using both manual and computerised records.
WORKING CONDITIONS
Office-based.
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