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JOB DESCRIPTION
Position: 
Admin Assistant
Grade: 
£26,070 per annum (Scale 4, pt 7)
Role: 

36 hours per week (with unpaid lunch break), 

39 weeks per year term time only 
Purpose of the Job

Responsible under the instruction or guidance of senior staff to provide general administrative support to the school.

MAIN RESPONSIBILITIES

1. Organisation
· Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors
· General administration, finance tasks and data management
· Assist in arrangements for schools trips, events,  etc.

2. Administration 
· Provide general clerical and administrative support e.g. photocopying, filing, complete standard forms, respond to routine correspondence 

· Maintain manual and computerised records and management information 

· Produce lists, information and data as required e.g. pupils data

· Undertake typing and word-processing and other IT based tasks

· Input invoices for payment
· Sort and distribute mail

· Monitor children’s attendance
· Maintain and collate pupil reports
· Collate dinner numbers and liaise with catering staff
· Undertake routine administration of school lettings and other uses of school premises

3. Resources
· Operate relevant equipment and ICT packages (e.g. word, excel, databases, spreadsheets, Internet)

· Maintain stock and supplies, cataloguing and distributing as required

· Operate uniform or other ‘shops’ within the school

· Provide general advice and guidance to staff, pupils and others on administration matters
· Undertake general financial administration e.g. processing orders and invoices
4. Responsibilities
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person (DSL / SLT).
· To ensure that the designated safeguarding lead is made aware and kept fully informed of any concerns which may arise in relation to safeguarding and/or child protection, in line with school procedures.
· Be aware of and support difference and ensure that all pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos / work / aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

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

· Assist with the supervision of pupils out of lesson times, including breakfast club and lunch time.

· Take responsibility for the organisation and upkeep of specific whole school resource / other area as directed by line manager.

PERSON SPECIFICATION
1. Experience
· General clerical, administrative and financial work as appropriate
· Experience in a similar primary setting an advantage.
· Previous use of SIMs and FMS will support your application
2. Qualifications

· English and Maths GCSE (grade C or above) or equivalent

· NVQ4 or above (or equivalent)

3. Knowledge and Skills
· Good numeracy/literacy skills 
· Effective use of ICT packages

· Use of relevant equipment and resources

· Good keyboard skills

· Knowledge of relevant polices and codes of practice and awareness of relevant legislation

· Ability to relate well to children and adults

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to identify own training and development needs and co-operate with means to address these

· Effective implementation of the school’s equal opportunities policy in all areas of work

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. This post is subject to an enhanced DBS check and the following safeguarding documents.

Falconbrook’s Safeguarding Principles https://app.weduc.co.uk/get/external/f/id/59cd5d1bc1d27271dfa01be33db3407904e842aaaf961c83034a542702e56979.pdf  

Falconbrook’s Child Protection and Safeguarding Policy https://app.weduc.co.uk/get/external/f/id/f9c6036211dcf262ffba3e46b32b126fe62adadaae72fddbb069012d8882f820.pdf  

Falconbrook’s Whistleblowing Policy https://app.weduc.co.uk/get/external/f/id/e040173b237b78eabbb8239356d92773c4cd681c993fa3ab84d2caf06d1decd9.pdf  

DfE Keeping Children Safe in Education

https://assets.publishing.service.gov.uk/media/64f0a68ea78c5f000dc6f3b2/Keeping_children_safe_in_education_2023.pdf 
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