School Office Assistant / Teaching Assistant
Beatrix Potter School


Duties Include:

Office
· Under the direction of the School Business Manager be responsible for the school and office reception, liaising with visitors/staff/children, delivering  messages, answering the phone, collecting children, inputting attendance and making first day of absence calls, preparing and inputting invoices, break and lunch duties with the children, as well as any other administrative duties to support the school. 


Teaching Assistant

· Safe supervision of children during the play and lunchtimes 
· Leading play in the playground (or classroom if it is a wet break/lunchtime)


Working Pattern:


· Term Time Only (TTO) 

· Part Time hours are 30 per week.
· Start time - Office duties commence at 8.30am
· Teaching Assistant - Morning playtime duty of 15 minutes (playground or classroom if wet)
· Lunch duty of one hour (the hall, and playground or classroom if wet)
· One-hour lunch break

· Finish time of 3.30pm


Conditions of Service Applicable:


· Former Manual Worker

· NJC for Local Government Services (Green Book)

Grade:


· Scale 2 spine point 4

Pay Points:




· Fixed rate for grade 

Method of Payment:


· Monthly (15th)

Annual Leave:

· Term Time Only

An allowance is made in the T.T.O. formula (notional pay and hours calculation) for annual leave and bank holidays.  The entitlement for this calculation is:


· 32 days 
· Plus 8 bank holidays


As an allowance has been made for annual leave in the calculation of the salary, there is no entitlement to take annual leave.


Purpose of the Job

Office
Responsible, under the direction of the School Business Manager for the office reception. This will include answering the door and admitting visitors, completing safeguarding checks and signposting visitors to the information for the school’s safeguarding procedures, answering the phones and forwarding calls as appropriate. Input daily attendance data onto a computer system and to make first day of absence calls, passing information to senior leaders as required. Additional administrative duties will also be required which includes photocopying, filing, preparing orders and invoices for the teams. 

Teaching Assistant
Break and lunch duty with the children is to proactively ensure a safe, purposeful and happy environment in the lunch hall, playground and sometimes in the classroom
Main Responsibilities

1. SUPPORT FOR THE OFFICE 


· Answer phones, responding to need, referring on where necessary

· Answer the doors, admitting visitors, checking safeguarding requirements, supporting with admission where appropriate into the main body of the school, including signposting to safeguarding requirements

· Inputting daily attendance data and passing information to the senior teaching team

· Making calls to families on their children’s first day of absence and logging the responses, passing information to the senior teaching team as required

· Preparing invoices for payment, and logging these onto the system

· Undertake pupil record keeping as requested

· Gather and report information from and to parents or carers as directed

· Provide basic clerical and administrative support e.g. photocopying, typing, filing, collecting money etc.

2. SUPPORT FOR PUPILS


· Attend to the pupils’ personal needs, and implement related personal programmes, including social, health, physical, hygiene, first aid and welfare matters including medical procedures following appropriate training

· Supervise and support pupils ensuring their safety and access to play
· Establish good relationships with pupils, acting as a role model and being aware of and responding appropriately to individual needs

· Promote the inclusion and acceptance of all pupils

· Encourage pupils to interact with others and engage in activities at break and lunchtime
· Encourage pupils to act independently as appropriate

· Support the teaching and learning team in managing pupil behaviour, reporting difficulties as appropriate

3. SUPPORT FOR THE PLAY AND LUNCH TIMES

· Supervise children to select food, and sit sensibly and safely to eat at lunch times

· Proactively and positively supervise children in the playground (or classroom if it is wet) ensuring that they are safe

· Lead games and play to support the children in having a positive playground experience

· Identify any areas of the playground or groups of children that need support and intervention and to offer these.

· Praise children for positive behaviour at playtime and intervene using the behaviour support policy for any children that need learning around their behaviour.
4. SUPPORT FOR THE SCHOOL


· 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 an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos, work and aims of the school

· Appreciate and support the role of other professionals

· Attend 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 before and after school

· Accompany teaching staff and pupils on visits, trips and out of school activities as required

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

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

· 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

Continued overleaf

Person Specification

Qualifications and Experience
· GCSE English and Maths at level 4 minimum (required).

· Experience in an administrative or clerical role (preferred).

· Experience working with children in an educational setting (preferred).

· First aid certification or willingness to obtain (required).

Skills and Abilities
· Excellent verbal and written communication skills.

· Proficiency in using office software, including word processing, spreadsheets, and email.

· Strong organisational skills with the ability to manage multiple tasks simultaneously.

· Ability to maintain confidentiality and handle sensitive information appropriately.

· Basic numeracy skills for handling money and preparing invoices.

Knowledge
· Understanding of child protection and safeguarding principles.

· Awareness of health, safety, and security protocols within a school environment.

· Familiarity with attendance and pupil record-keeping procedures (preferred) or a willingness to learn these
· Knowledge of basic clerical and administrative procedures.

Personal Attributes
· Friendly, approachable, and professional demeanour.

· Strong interpersonal skills with the ability to build positive relationships with pupils, parents, and staff.

· Empathy and patience when dealing with children's needs and behaviour.

· A proactive and positive attitude towards supervising and engaging with children during play and lunchtime activities.

· Commitment to promoting inclusivity and acceptance among all pupils.
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