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St Mary Magdalen’s RC Primary School
Dene House Rd. Seaham. SR7 7BJ.    Phone 0191 5813055    
www.st-marymagdalen’s.durham.sch.uk
Email:seahamstmary@durhamlearning.net

JOB DESCRIPTION

Administration  Assistant
Grade 1 spinal point 3 – (£18,562) pro rata
(Closing date Monday 1st September 21  interview 6th September 21)
Responsible to:  Head Teacher/Office Manager
Hours of Duty:  30 hours
Main Purpose of Job:  To provide an administrative service to facilitate the date to day running of the school office.

Main Duties:-
School Office Based
· Operating the school visitor entry system, ensuring visitors sign in correctly.
· Responsible for producing daily meals numbers for the school kitchen and producing weekly reports accordingly.
· Operating daily attendance within SIMS, producing reports when required.

· Operating parent pay systems, including entering breakfast club/tea time club 
· Ensuring that personnel/family database and records are up to date at all times.
· 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.
· To undertake any other duties that is commensurate with the post.

Training CPD

· Participate in training and other learning activities and performance development as required. 

· To attend any training courses relevant to the post, ensuring continuing, personal and professional development.
· Role requires working with a team.
Personal Attributes
· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.
· To follow the Catholic Life of the school and be sympathetic to the teachings of the Catholic Church.

Visits to school are welcome, if you contact the school office

