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North Park Primary School

Job Description

Administration Assistant  - Grade 2
Responsible to: The Governors and Headteacher

Responsible for: 

Providing an administrative and clerical support service to facilitate the day to day running of the school office.
Main Daily Duties:

To ensure the effective and efficient operation of day to day administrative functions by:
· Providing general clerical support including answering telephone, giving and receiving messages, photocopying, typing, word processing, filing, managing mail to all levels of teaching, managerial and administrative staff

· To provide support and cover for the main reception area, welcoming visitors and pupils.
· To provide information relating to attendance of pupils and staff upon request by other members of staff

· To assist in the maintenance of computer-based records using Arbor; ensure these are kept up to date, including general information, attendance records.

· Assist in the preparation and collation of school reports to ensure these are current and up to date

· Assist in the coordination of whole school documentation, e,g, governors reports, staff handbook, brochure, etc.

· Assist the administration manager in the maintenance of stock registers; assist in maintenance of delivery records.

· Responsible for First Day absence calls – contacting parents/guardians of pupils who have unauthorized absence from school on their first day of absence and managing records for this; communicating concerns to other staff in school.

· Informing parents/carers if pupils are ill whilst in school

· Responsible for the collection of money from children and parents for trips, lunch, etc. to facilitate banking of monies

· Responsible for collation of records for school lunches each day to inform the kitchen of dinner numbers
· To provide other support as relevant to the Head Teacher and Deputy Head Teacher.
· Support with the maintenance of the school diary, including electronic diary.
· Such other duties as may be allocated from time to time commensurate with the grading the post. 
· The post holder may also be required to undergo training in order to undertake the duties of the post in an efficient manner.
· Role requires working as part of a team

· 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, to support the smooth running of the school.
· 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.
· Maintain accident records

· 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.

