ADMINISTRATIVE ASSISTANT 
SOUTHMEAD PRIMARY SCHOOL

JOB DESCRIPTION 

Job Summary

To provide an efficient administrative service and reception function for the school. 

Main Duties and Responsibilities

Key Duties

Be the first point of contact for all enquiries and visitors to the school, including dealing with telephone queries and personal callers. 

Assist with the collection and recording of income for school meals, school trips and extended school activities.

Provide administrative support as directed by the Office Manager.

Inputting pupil data and maintaining files.

Responsible for organising and preparing for meetings, for example setting up rooms and arranging refreshments.

General Duties

· Ensure the reception area and waiting areas are a tidy and welcoming environment and the noticeboard is up to date.

· Ensure that all visitors sign into the school and the security of the school is maintained at all times.

· Responsible for opening, sorting and the distribution of all incoming post, and to dispatch outgoing correspondences.

· Provide general clerical duties for example, photocopying, filing, faxing, emailing, completing routine forms, maintaining parent/carers noticeboard and responding to routine correspondence.

· Undertake word-processing, typing and other IT based tasks including the production of letters, reports and schedules.

· Monitor and maintain adequate supplies of stationery and offices resources.

· Attend regular staff meetings, team briefings, training courses and INSET days as required. 

· Be aware of and comply with policies relating to safeguarding, child protection, health and safety, confidentiality and data protection and reporting any concerns to the nominated individual.  

· Contribute to the overall work and ethos of the school.  

· Work closely with the Administrative Officer and Office Manager and provide cover as circumstances dictate and as directed.

This job description is intended to be a broad outline of duties and is not intended to be exhaustive.  The postholder will be expected to take on other duties and responsibilities commensurate with the grade of the post as directed by the Office Manager or Headteacher.

PERSON SPECIFICATION
	Qualifications and Training 

	Microsoft Office Products (Word, Excel, Outlook etc) 
	Essential
	Application form / interview exercise

	English and Maths (GCSE / O’Level)
	Essential
	Application form / interview

	Knowledge of SIMs database 
	Desirable 
	Application  form / interview

	Experience and Job Related Knowledge 

	Experience of working in an office environment
	Essential 
	Application form / interview 

	Experience of working in a front of house environment
	Desirable 
	Application form / interview 

	Good communication & interpersonal skills 
	Essential 
	Interview 

	Commitment to equality of opportunity 
	Essential 
	Interview 

	Commitment to continuing professional development
	Essential 
	Application form / interview 

	Experience of working in an educational setting
	Desirable 
	Application form / Interview

	Experience of establishing effective working relationships 
	Essential
	Interview / References 

	Personal / Qualities / Skills

	The ability to work independently and as part of a team 
	Essential
	Interview / references 

	Demonstrate a good level of written and oral skills 
	Essential 
	Application form / interview 

	To have excellent communication skills 
	Essential 
	Interview 

	Excellent record of attendance and timekeeping 
	Essential 
	Reference 


