EASTWOOD NURSERY SCHOOL CENTRE FOR CHILDREN AND FAMILIES

JOB DESCRIPTION


Responsible to: Executive School Business Lead
Accountable to: Executive School Business Lead
Responsible for: No staff management responsibility
Purpose of Job

Under the guidance of the Executive School Business Lead, the School Administrative Assistant will be responsible for undertaking administrative and organisational process within the school across a range of administrative functions and will disseminate key information to the Local Authority and Senior Management team.

The post holder will organise and maintain administrative systems within the school.  You will provide and maintain accurate records of children’s attendance and other data held on the school data base and manual files.  

Administrative Tasks
· Provide routine clerical support such as photocopying, filing, faxing, emailing and typing

· Provide administrative and organisation support to the Executive School Business Lead
· Maintain and update the school data base for children and children’s manual records ensuring information is kept accurately and in compliance with the Data Protection Act

· To receive visitors and deal with telephone enquiries ensuring appropriate action is taken using own initiative 

· To send, receive and respond to emails referring on as appropriate.  To organise and maintain the school’s general email account

· Sort and distribute post, taking action as necessary on own initiative for distribution or as agreed by the Executive School Business Lead
· Arrange appointments and meetings as necessary

· Undertake IT based tasks e.g. the design and production of leaflets and booklets and other information as directed.  Use spreadsheets to record and hold data.

· Maintain attendance data and production of attendance reports as required for various meetings

· Collate attendance information for end of year reports

· Manage school meal process, confirming and reporting daily lunch numbers and carrying out associated tasks for lunch administration including maintaining free school meals records checks

· Secure school meals income by chasing any overdue debts and checking school meal income

· Assist the Executive School Business Lead and Leadership in marketing and promotion of the school

Organisation
· Contribute to planning for admissions

· Contribute to the organisation of administrative systems

· Support the Executive School Business Lead at meetings where appropriate including note taking

· Undertake research and obtain information as requested reporting outcomes to the Executive School Business Lead

Reception
· Undertake the full range of reception duties as required to include covering reception during breaks and absences

· Deal with complex reception visitor matters

Finance Administration
· To access and use data bases e/g/ SIMS and FMS to enter data, produce reports and place orders as requested
· Research resources and compare prices to attain best value for goods and services as required
· Assist and support the Executive School Business Lead and team with the procurement processes
Admissions
· Support  the admissions process by carrying out a range of administrative tasks including attendance at meetings with staff and or parents, maintaining admissions files, sending out letters and arranging home visits
· Monitor and maintain new intake records, registration and admissions of children
· Ensure waiting lists are accurately maintained and organised
Skills
· IT skills to be able to fully utilises Microsoft office to produce a range of documents including posters, leaflets and ability to record and maintain data

· Organisational skills to prioritise and complete a range of administrative tasks to deadlines

· Produces, collate and update general administrative documentation to a high standard for dissemination as required

· Ensure all work is prioritised and completed within specified deadlines as set by the Executive School Business Lead

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 an appropriate person

· Contribute to the overall ethos, work and aims of Eastwood Nursery School and the Federation
· Attend training as directed and identified
· Ensure confidentiality at all times
· Establish and maintain constructive relationships and communication with other agencies such as colleagues and professionals
Safeguarding and Generic Duties and Responsibilities
· To comply with all the school’s codes of practice, policies and procedures, including the code of conduct, and those relating to child protection, data protection and health and safety.

· To be committed to the promotion of equality, diversity and inclusion within the whole school community and maintain an awareness of the school’s equalities policy statement; to work to create and maintain a safe, supportive and welcoming environment where everyone is treated with dignity and their identity and culture are valued and respected; to report any instances of inappropriate behaviour or discrimination immediately.

· 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. 
· To be fully aware of the principles of safeguarding as they apply to children in relation to the worker’s role
· To ensure that your line manager is made aware and kept fully informed of any concerns which you may have in relation to safeguarding and/or child protection.
· To carry out any other reasonable duties and responsibilities within the overall function., commensurate with the grading and level of responsibilities of the post
This job description sets out the main duties such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed. Such variations may occur and cannot of themselves justify a re-grading of the post.

Person Specification


	
	Essential

	Previous Experience
	

	Administrative work in an educational setting

	A/I

	Organisation and maintenance of administrative systems


	A/I

	Use and maintenance of IT systems and data bases


	A/I/T

	Qualifications
	

	NVQ Level 1 or equivalent qualification or experience in relevant field
	AI

	Literacy and Numeracy sufficient to carry out requirements of the post
	A

	Skills & Competencies
	

	Good verbal communication skills


	A/I

	Good written communication skills


	A/T

	Ability to work under pressure in a busy environment


	A/I

	Good knowledge and understanding and practical application of Microsoft Office

	A/I/T

	Ability to use relevant equipment and resources


	A/T

	Ability to demonstrate an understanding of the Council’s equal opportunities policy in respect of how we work with children ensuring inclusion


	A/I

	Ability to plan and organise and develop systems


	A/I

	Personal Attributes
	

	Flexibility to cope with the diverse needs of our reception area
	A/I

	Committed to continuing professional development.  
	A/I

	Ability to work constructively as part of a team
	A/I

	Strong commitment to the ethos of Early Years
	A/I

	Knowledge and understanding of Safeguarding and child protection issues.
	A/I


KEY: A = Application
          I = Interview

          T = Task
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