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ALL SAINTS’ RC PRIMARY SCHOOL

JOB DESCRIPTION
Post Title:

Level Two Office Assistant
Responsibility to:
The Governing Body and Head Teacher
The main duties will be carried out under the direction and control of the Head Teacher and will include the following:

· Responsible for providing general clerical support including photocopying, word processing and the sorting, distribution and despatch of school mail, to all levels of teaching and administrative staff as required
· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude

· To be a point of contact for both telephone and face to face enquiries and take messages where appropriate, including responding to absence

· To ensure school security arrangements are always complied with, including the issue of visitor badges and signing of the visitor’s book

· Liaise with premises staff regarding arrivals and chaperoning of contractors and manual staff
· Comply with school and Local Authority policies and Safeguarding procedures

· To provide hospitality for visitors to the school

· Provide information relating to attendance of pupils and staff upon request by other members of staff
· Assist in the maintenance of computer based records using SIMS, to ensure that these are all kept current and up to date
· Assist in the co-ordination of whole school documentation

· Provide pastoral care and support to sick and injured children taking appropriate action as necessary ensuring parents and school staff are fully informed of incidents and accidents
· Administer first aid and medicine to pupils as required, in accordance with the school’s policy and order first aid supplies as necessary
· Maintain accident records as required
· Provide assistance to the Office Manager with the managing of the schools finances and preparation of funds
· Administer the school’s private school fund, report to Office Manager
· Responsible for the collection of money from pupils in relation to school visits etc. and to facilitate the banking of monies received
· To accept and sign for deliveries as appropriate
· Assist in the maintenance of stock registers for the school and the arrangement of annual stock checks
· To work effectively and responsibly as part of a team, prioritising tasks as necessary

· Appropriate help throughout the day including break and lunchtime monitoring and pre/post school activities as necessary
· Attend any training courses relevant to the post, ensuring continuing, personal and professional development
· The post holder may undertake any other duties that are commensurate with the post
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All members of staff are required to undertake that they will not divulge to anyone any personal and/or confidential information to which they may have access during the course of their work.
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