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JOB DESCRIPTION

CLERICAL ASSISTANT
Hours: 10 hours per week term time only – fixed term until 17th July 2019 with possibility to extend contract

Salary: NJC scale 1D, point 3
Responsible to: Assistant School Business Manager and Headteacher

MAIN PURPOSE OF THE POST
To be a reliable member of the school team working with the Assistant School Business Manager and within the Administration Team to work in the front office. To co-operate with teachers, teaching assistants, pupils and parents to provide a high quality care in a stimulating environment with a commitment to the school’s policies and Jewish Ethos.

MAIN DUTIES AND RESPONSIBILITIES
1. To support the Office Administrator in providing a front line service to pupils, parents, staff and all other stakeholders
2. To help with the data input of pupil records and attendance
3. To be responsible for organising and delivering of the After School Clubs to stakeholders
4. Responsible for the post and distribution to staff and taking to the post box

5. Assisting in photocopying and general administration
CHILD PROTECTION AND SAFEGUARDING

1. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organization

2. To be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

3. To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.


Supervision arrangements:

· Annual formal review of performance with Assistant School Business Manager.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from the Headteacher and undertake work of a similar level not specified in this job description.

This job description is current at the date shown, but in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

PERSON SPECIFICATION FOR CLERICAL ASSISTANT
Essential = E Desirable = D

	Experience

	· administrative experience within a professional or schools environment
· ability to work independently 
· a proactive approach
	E

D
D


	Knowledge/Skills


	· You will possess good literacy, numeracy and ICT skills
· Possess excellent communication skills 
· Demonstrate a good standard of spoken and written English
· To possess excellent interpersonal skills in the management of pupils and parents and other stakeholders
	E

E

E

E



	Personal Qualities & Attributes:
	· Experienced, well organised, enthusiastic and highly effective administrator

· A proven record of a high level of attendance at work

· Honesty, trustworthiness and a high level of pride in work undertaken

· Able to work effectively with little supervision

· Able to meet deadlines
· Polite and courteous to members of the public

· Calm and patient when under pressure

· Co-operative with other employees, parents and visitors

· Able to show initiative and work proactively to ensure the smooth running of the office
· Commitment to equality principles and practice and to the school’s equal opportunities policy

· Willing and able to start work early when required
· Friendly, calm and professional manner
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E
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Clerical Assistant

Mosaic Jewish Primary School
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