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Annfield Plain Junior School


Annfield Plain, Stanley


Co. Durham


DH9 7ST








Job Description – Clerical Assistant – Grade 5 





Responsible to – Headteacher 





Main Purpose of the Job:


To work with the Headteacher.


To provide an efficient working environment.


To deal with financial matters.


To provide clerical support and word-processing services.


To deal with facilities management.


To facilitate the day-today running of the school office.


To ensure data protection policy and procedures are part of daily working.


Resolve or signpost parental enquiries following school protocol


To line manage part time clerical staff.





Key Areas


Dealing with the Public


Welcome visitors and parents to the school.


Handle phone enquiries in a polite and efficient manner.


Act as a filter between the Headteacher and the public as well as other agencies


Maintain confidentiality at all times.


Maintain working use of Parent Mail.


Financial


Prepare and despatch goods and services on the SIMS computer, check incoming goods against orders, prepare invoices, despatch by mail and electronically, issue reminders and adjustments.


Regular reconciliation of school budget.


Obtain financial statistical information from the SIMS system for the Headteacher and the LEA when required.


Assist in the production and development of all school finance systems, including the first draft of the budget and subsequent budget associations.


Provide management information for the Headteacher and Governors as required.


Responsible for the maintenance of accounts and the preparation of financial statements for the Headteacher.


Accounting, banking and issuing receipts for monies for school dinner money, and other monies if needed.


Collect and account for school meals money, balance registers, complete appropriate forms and inform kitchen staff of numbers if required.


Maintain asset register and undertake yearly stock take for submission to Governing Body.


Prepare appropriate documentation under the direction of the Headteacher and in liaison with LA representative in connection with quotations for the supply of goods and services in excess of £3000 OR tenders for goods and services as specified under the Council’s financial regulations.


Advise the Headteacher and Governing Body on the requirements of FMSiS and ensure procedures in school are in line with FMSiS.


Provide line management of Clerical assistant in respect of financial matters.


To take minutes of Governors finance and sub-committee meetings and any other meetings, as required by Headteacher.


Maintain working use of Parent Pay.





Facilities management


Liaise with the Caretaker to ensure the maintenance and security of the school site and buildings.


Maintain records of building repairs.


Organise repairs and replacement of fixtures, fittings and buildings as advised by caretaker.








Know about the main health and safety issues specific to the school and make recommendations as appropriate.


Provide risk assessment information as requested by the Headteacher.


Maintain and update the reception powerpoint screen to inform the public of school activities.


General clerical


Maintain the electronic diary.


Open incoming mail, sort and distribute to relevant staff or files.


Open and distribute electronic mail.


Access LA Extranet daily and inform Headteacher.


Regularly access school e-mail and secure e-mail systems.


Despatch outgoing mail, purchase stamps and manage the post book.


Word process letters, reports and other documents, photocopying as required.


Audit and order basic resources regularly and maintain stock cupboard in an efficient manner.


Maintain databases of resources as required.


Operate an efficient filing system.


Responsible to the Headteacher for the production of confidential statements, references and records.


Ensure newsletters and parental information are sent out and where needed, responses collated.


Ensure the smooth-running of the book fair and the fruit bar, if needed.


Pupils 


Maintain pupil records using the SIMS computer System, to include personal and confidential details, medical history and academic information.


Maintain pupil assessment data.


Prepare and complete admission registers, computer database, emergency contact system and admission forms.


Prepare and complete transfer forms via DFES Electronic Common Transfer System.


Prepare and complete regular electronic transfer of pupil data to LEA.


Prepare attendance data if required, due to the absence of attendance officer.


Maintain school registers.


Prepare and complete school census data as required.


Staff


Provide administrative support to teachers e.g. photocopying, word-proceeding reports, supplying class lists, ordering resources and booking educational visits.


Maintain up to date staff records on SIMS system.


Inform the LEA of staff absences, maintain a register of staff absences, courses and supply cover through SAIL.


Liaise with kitchen staff.


Extended School Agenda


If lettings are made, to arrange them.


Ensure systems are in place to enhance the smooth running of the extended school agenda.





Working time 37 hours to be worked each week during term time, including Professional Development days. Term time only + 10 additional days.





The post holder may be required to perform such other duties as may be allocated from time to time commensurate with the grading of the post and to undergo training in order to undertake the duties of the post in an efficient manner, if directed by the Headteacher.





The post holder may also be required to undergo training in order to undertake the duties of the post holder in an efficient manner.





This job description is subject to regular review.














