Hunwick Primary School
Job Description
Administrative Assistant (Grade 2)

Responsible to:  Headteacher and Office Manager
Purpose:  To provide an efficient and effective administrative service to facilitate the smooth day-to-day running of the school office.
Main Duties and Responsibilities:

· To ensure the smooth and efficient operation of the school’s administration systems through good liaison with colleagues, children, parents/carers, contractors and other Local Authority employees.
· Receiving visitors, dealing with enquiries and making appointments on behalf of the Headteacher.

· Answering telephone calls, taking messages collaborating with staff and other agencies, sending e-mails, faxes and text messages.
· Maintaining pupil records are kept up to date using SIMS, checking attendance daily and following up absences by contacting parents on the first day of absence.   
· Contacting parents if children are ill or injured.
· Maintaining dinner registers and producing catering numbers for kitchen staff.
· Liaise with staff including kitchen staff and the caretaker in relation to administrative matters.

· Organising school trips, PE events and travel arrangements, keeping records of all transactions through Schoolcomms, cash and cheque payments, and use Evolve to send documentation to the Headteacher for authorisation.

· Organising uniform supplies arranging storage of or distribution, processing uniform orders and maintaining stock levels.

· Managing the school photographer with regards to annual class and individual photographs.
· Diary management.
· Compile weekly newsletter and keep relevant aspects of the school website up to date.
· Filing of confidential information, correspondence and records.
· Photocopying and preparing multiple copies of documents as required, laminating.

· Collate documentation including end of year reports.

· Completion of statistical returns in relation to school meals.

· Assist in the preparation of display resources.

· Manage documentation and collect and check monies for dinners, wraparound, clubs etc.

· Assist in the preparation and completion of admissions documentation and other general supplies.

· Support the school with safeguarding and Health & Safety procedures.

· Support the administration of first aid as required.

· Such other duties as may be allocated from time to time commensurate with the grading of the post. 

· The post holder must have a current enhanced DBS check.
Additional training may be required in order to keep abreast of new office and administrative procedures.
Signed:   ……………………………………………………  (Post Holder)                  Date:  …………………………………………

                …………………………………………………..   (Headteacher)                Date: ……….…………………………………
