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Wellfield School
Job Description

Admin Assistant
(JRD Ref A6100)

Name:  



 
Responsible to and mentored by:
Business Manager
Responsible for:


 
Person Specification for all staff at Wellfield

We want all staff at Wellfield to:

· Be committed to raising standards and continuous improvement

· Relate well to our students

· Put student needs first

· Be self-starters and aim for the best in what they do

· Have confidence and competence in the use of ICT

· Be team players

· Communicate well

· Be positive and co-operative, especially in times of change

· Review what they do regularly

OVERALL RESPONSIBILITY

Responsible for ensuring the provision of effective administrative support to facilitate the day to day running of the school office.
DUTIES

· 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 administrative staff as required.
· Operate SIMS and FMS systems.

· Assist with the initiation of First Day Calls – contacting the parents/guardians of pupils that have an unauthorised absence from school during the morning of their first day of absence.

· Assist in providing information relating to attendance of pupils upon request by other members of staff.

· Assist in the preparation of documentation and returns in relation to admission and registration procedures and transfers to secondary education including, but not exclusively, common transfer procedures, electronic registration returns including the monitoring and reporting of un-authorised absences.

· Liaise with all feeder and other primary schools when children transfer including common transfer and transfer of school records, including the preparation of Year 6 transition to ensure a smooth transfer of pupils to the school.

· Manage, distribute and check yearly indemnity forms, following up any none returns.

· To administer first aid and assist with overseeing children’s illnesses and accidents, informing parents and staff as appropriate and ensuring that accurate records are kept. 

· Provide support and cover for main reception, student reception and the finance officer. 

· 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 preparation and collation of school reports to ensure these are delivered to pupils on time and in a professional manner.

· Assist in the co-ordination of whole school documentation.
· To attend any training courses relevant to the post, ensuring continuing personal and professional development.

· 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 monitoring and pre/post school activities as necessary.

· Maintain accident records as required.

· The Post holder may undertake any other duties that are commensurate with the post.

ALLOWANCE ATTACHED TO THE POST AND DUTIES:  Grade 3
HOURS OF DUTY:  37 hours per week, whole time, permanent.  
These duties may be varied from time to time to meet the changing demands of the school at the reasonable direction of the Head Teacher commensurate with the grade of the post.  This job description does not form part of the contract of employment. It describes the way the post-holder is expected and required to perform and complete the duties as set out.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedure and tasks but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.  

Signed
 

___________________________________
 

Date 


___________________________________


Head Teacher 

___________________________________


