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Catchgate Community Primary School Job Description 
Administration Officer

Grade 3 SCP 12-16 £16,123 – £17,419 pro rata
Job Purpose

Under the instruction and guidance of the School Business Manager (SBM) the Grade 3 Admin Assistant is responsible for providing administrative and clerical support service to facilitate the day to day running of the School Office, maintaining exceptional levels of confidentiality at all times.  

The key roles of this post will include:

· Responsible for providing general clerical support including photocopying, typing, word processing and the sorting, distribution and despatch of school mail, to all levels of teaching and support staff as required.

· Managing systems and processes in relation to the operation of all office services, providing support to all school staff and pupils as required. 

Welfare 

· Administer first aid and medicine to pupils as required, in accordance with the school’s policy and order first aid supplies as necessary.

· Liaise with parents regarding pupils’ sickness/injury.

· Maintain medical / accident records as appropriate. 

· Assist with visits from the school nurse, dentist etc.

· Assist with the general welfare of pupils.

Customer Relations 
· To be a point of contact for both telephone and face to face enquiries and take messages where appropriate.

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

· Main operator of the school barrier and intercom system.

· To accept and sign for deliveries as appropriate.

· To provide hospitality for visitors to the school.

· Liaise with Premises staff regarding arrivals and chaperoning of contractors and manual staff.
· Arrange, administer and record Free School Fruit Scheme. 

· Administer and be the point of contact for the Free School Milk Scheme. 

Office Services

· Assist with administration of the school meals function. 

· Check, update and challenge pupil’s daily attendance, carrying out first day calls. 

· Manage and co-ordinator after school activities. 
· Co-ordinate school photographer.
· Co-ordinate parents evening. 

· Co-ordinate nursery and 2 Year applications and admissions.  
Finance 

· Assist the SBM with the managing of the schools finances and preparation of funds.
· Administer the school’s private school fund, report to SBM, Head and Governors.
· Process schools purchase orders and invoices.
· Prepare invoice batches and present to SBM.
· Prepare and monitor school’s petty cash function. 
· Responsible for the collection of money from pupils in relation to school visits etc. and to facilitate the banking of monies received.
· Responsible for invoicing, collection and recording of income raised via Private Lettings. 
· Prepare official banking records, carry out weekly banking.
Managing Data & Information Systems 
· Compliance with current Data Protection legislation.
· Assist with GDPR preparation and management.  

· Provide information relating to attendance of pupils and staff upon request by other members of staff.
· Maintain school’s information management systems (Sims.net and FMS).
· Operate school FMS (Financial Management System). 
· Assist in preparation and collation of school reports to ensure these are delivered to on time and in professional manner.

· Assist in the co-ordination of whole school documentation e.g. governor’s reports, staff handbook, etc.

· Maintain various methods of communication to school stakeholders, website, social media page, displays and newsletters. 

· Maintenance of stock registers for the school and arrange annual stock checks.
· Manage stocks of ICT and clerical equipment, e.q. photocopies, printers. 

· Update and administer Call Parents system. 

· Arrange the transfer of pupil data via Secure Access and hard copies of information. 
General
· To attend any training courses relevant to the post, ensuring continuing, personal and professional development.

· Comply with school and Local Authority policies.

· Role requires working within a team.

· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.

· Provide appropriate help throughout the day including break and lunchtime and before/after school activities as necessary.
· The Post holder may be required to undertake any other duties that are commensurate with the post.

· The post holder has common duties and responsibilities in the areas of:-

Quality Assurance, Communication, Professional Practice, Health & Safety, General Management (where applicable), Financial Management (where applicable), Appraisal, equality & Diversity, Confidentiality and Induction. 
