The Meadows School
JOB DESCRIPTION
Administration 2
Responsible to the Headteacher and Governors
Purpose of Job:
To support the efficient and effective smooth running of the school by providing a high standard of administration to the Headteacher and all staff.
Duties and Responsibilities:

· To be responsible for being the first point of contact for the school.  Meet greet and sign in visitors and parents.

· Answer phone calls and deal with all enquiries including making appointments on behalf of the Headteacher and Senior Leaders.
· To liaise with other agencies/professionals dealing with enquiries regarding Educational Health Care Plans and Statutory Annual Reviews for pupils.
· Dealing with Contractors/Suppliers in connection with orders and invoices.
· Operate the school’s computerised systems:

i. Pupil Records

ii. Word processing

iii. Email

iv. Extranet

v. Using Microsoft Office 

vi. Text Service (contacting parents/carers re: absences and off school site incidents)
vii. Pupil Records (SIMS and Behaviour Watch)
· Handling post, both incoming and outgoing and despatch as necessary.

· Filing information, invoices, correspondence, records etc.
· Receiving deliveries and arranging for storage and distribution.

· Photocopying

· Manage all ordering.
· To manage diary entries ensuring the smooth running of the school day.  
· Manage, distribute and check annual indemnity forms

· Any other duties as may be allocated from time to time commensurate with the grading of the post.

· The post holder may be required to undergo training in order to carry out the duties of the post, or to update the skills of the post holder.

· The post holder will be expected to follow the school policy regarding the care, control and supervision of the children in the school.
