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JOB DESCRIPTION
Role:					School Secretary/Administration Assistant
Grade/Rate of Pay:			2
Hours:					18.25
Responsible to:				Headteacher
Direct Supervisory Responsibility:	None

Main Purpose of the Role:
To provide administrative and clerical support to the school, and to be the first point of contact with the general public in person and by telephone.

Duties and Responsibilities:
Reception:
· To be a point of contact for both telephone and face to face enquiries and take messages where appropriate
· To ensure school security procedures are followed, including the issue of visitor’s badges and signing of the visitor’s book ensuring compliance with the Single Central Record and Safeguarding Policies
· To accept and sign for deliveries as appropriate
· To provide hospitality for visitors to the school
Clerical:
· Make up, maintain and distribute dinner registers
· To undertake clerical duties arising from school meals provision
· To be responsible for the preparation and maintenance of the manual and computerised pupil data records.
· To assist with the monitoring and maintenance of stock and order supplies as necessary
· To provide general clerical support as required
· To undertake filing and photocopying as required, including the basic maintenance of the photocopier
· To undertake word processing as required
· Update Parent Mail/or similar
· To administer the school lettings system (if school has one), taking enquiries, setting up contract, liaising with key holders and ensuring that the Crofty MAT finance team produce the invoices
· Manage bookings as requested by the teaching staff for school photographs, swimming, coaches for trips etc
Finance:
· To collect and record all schools monies as required including, trips, swimming, uniform and dinner monies.
· To order and maintain school uniform stocks, liaising and selling to parents as necessary
· To prepare monies for banking and bank weekly or take to the Central Office
· To carry out all financial administration (i.e. ordering and coding of invoices) in accordance with appropriate Crofty MAT policy
Welfare:
· To liaise with parents regarding pupils’ sickness/injury
· To assist with visits from the school nurse, dentist etc
· To assist with the general welfare of pupils

General:
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with Headteacher
· Promote the positive ethos and culture of the school to other staff, governors, parents, children and members of the wider community
· To comply with individual responsibilities, in accordance with the role, for Health and Safety in the workplace
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy
· The Crofty Board is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment
· The duties above are neither exclusive non exhaustive and the post holder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade





Person Specification:
	
	Essential 
	Desirable
	Recruiting method

	Education and Training 
	GCSEs or equivalent to include Maths & English at a C grade or above
 
NVQ in Business Administration or equivalent experience 
	Admin or IT related qualifications at level 3 

Typing and word processing qualifications 
	Application 

	Skills and Experience 
	Good standard of practical knowledge, skills and experience of working in an office environment

A practical working knowledge IT applications, inclusive of Word, Excel and Powerpoint 

Excellent customer service and communication skills
	Experience of working within a school or similar environment

Experience of SIMS 

	Application/Interview/Assessment

	Specialist Knowledge and Skills
	Good typing and word processing skill

Good oral & written skills

Strong organisational skills

Minute-taking skills

High level of accuracy and attention to detail 

Demonstrates an awareness, understanding and commitment to the protection and safeguarding of children and young people

Demonstrates an awareness, understanding and commitment to equal opportunities 
	
	Application/Interview/Assessment 
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