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Job Description
Employment details
	Job title:
	Admin Assistant

	Reports to (job title):
	School Business Manager 

	Hours of work:
	32.5 hours per week, term time only.

	Salary:
	Grade 2, Scale Point 5



Main duties/responsibilities
	General duties

	Answer the phone and handle any queries appropriately. 

	Keep a record of pupils and visitors entering and departing the school during the day.

	Ensure security protocols are communicated to and understood by all visitors at the school, e.g. wearing a name badge. 

	Understand and follow the Lockdown and Evacuation procedures in an emergency, by securing the doors and windows to the office and reception area. 

	Ensure the office area is welcoming and tidy. 

	Collect, count and record pupils’ dinner money. 

	Complete any photocopying which the School Business Manager, Teaching staff, or members of the SLT require. 

	Act as a front of house and communicate with pupils, staff, parents and visitors appropriately. 

	Parental communication  

	Review the registers of classrooms and telephone the parents of absent pupils to determine why they are absent. 

	For those parents who cannot be contacted, report the pupil’s absence to the School Business Manager and follow the school’s pupil absence management procedures. 

	Telephone parents to collect their child when required, e.g. because the child is ill or there is severe weather. 

	Keep up to date with school events and its calendar so that questions can be answered quickly and accurately. 

	Maintain confidentiality when handling potentially sensitive tasks regarding parents and pupils, e.g. when a pupil is sent home due to illness. 

	Admissions and leavers  

	Be responsible for collecting relevant information for school transfers, such as their education record. 

	Request records from previous schools, where necessary. 

	Ensure the relevant staff are notified about any new pupils to the school during the academic year, e.g. teaching staff. 

	Keep a log of where any pupil records have been sent and received. 

	Ensure any school application forms are received and check that they have been completed satisfactorily, including the provision of emergency contacts. 

	Arrange prospective parent visits to the school in liaison with the Head Teacher and School Business Manager. 

	Administration  

	Check whether pupils are eligible for free school meals. 

	Collate daily/weekly dinner numbers liaising with the school kitchen to ensure accurate catering requirements are communicated 

	Compile and submit the required information and dinner numbers to the Local Authority on a weekly basis

	Manage the club booking system, including maintaining accurate booking and printing club registers

	Complete any financial duties, as delegated by the School Business Manager

	Ensure the confidentiality of any data is maintained, in liaison with the DPO. 

	Ensure good lines of communication between the office and the rest of the school by ensuring that the relevant information is communicated to the relevant people. 

	Attend any relevant training programmes, such as safeguarding. 

	Provide any admin support for extended services offered by the school. 

	Assist with the organisation of school trips, e.g. finding venues and contacting transport companies. 

	Maintain an up-to-date and accurate inventory of stock, and place orders wherever required. 

	Employ an effective, thorough and accurate method for checking delivered stock, returning unwanted items, and arranging any repairs or servicing as soon as possible, wherever required.

	Maintain an accurate system for collecting, recording and providing receipts for a variety of incomes – e.g. in relation to school uniforms, school meals, voluntary contributions – organising reminders for payment wherever required, in accordance with school procedures, and updating the school’s system as necessary.
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