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_________________________________________________________________________________

Title of Job:
Administrative Assistant


Grade: Scale 4
Job No (s):







Department:
Education

Section:
Edith Kerrison Nursery School and Children’s Centre
_____________________________________________________________________________
JOB SPECIFICATION

_________________________________________________________________________________

PERSON REPORTS TO: Business Manager.

PERSON SUPERVISES: Administrative assistant or apprentice
_________________________________________________________________________________

PURPOSE OF JOB:

To provide administrative support within the school.

____________________________________________________________________________

EQUAL OPPORTUNITIES:

The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

DUTIES AND RESPONSIBILITIES:

To undertake the following duties with minimal supervision, demonstrating a thorough knowledge of the work areas and a degree of independence of action and initiative.

1. Responsible for general administration of the school, maintaining all appropriate records and disseminating information.
2. To maintain waiting lists for the School

3. To implement and operate aspects of the school’s administration using various systems, including:
i. Entering attendance on Bromcom and producing relevant reports including absence returns as required
ii. Entering Staff data on Bromcom and the producing reports including absence and CPD
iii. Producing statistics as required and returns to LA/DfE
4. To undertake some finance duties including:

i. The ordering, processing and payment for all goods and services provided to the school.
ii. Handling the school petty cash system, ensuring accurate records are kept.

iii. Maintaining an assets register.

iv. Preparation of invoices and collection of fees and other dues, taking action where necessary to recover bad debts.
5. Providing an hospitable and welcoming ‘front line’ service to all visitors to the school and to deal with specific and general enquiries from staff, parents, governors, LA, visitors and callers, either in person or by telephone.

6. To deal with routine correspondence, processing a variety of materials e.g. letters and bulletins.

7. To do filing and maintain records.

8. To undertake such other duties as may be required from time to time.

9. To keep up to date with professional developments and to participate in appropriate training.
10. To support the leadership team to maintain a safe and healthy premise by liaising with appropriate staff in the Council departments on all aspects of maintenance
11. To ensure that appropriate records are maintained for health and safety within the school such as risk assessments, inspections logs, etc
 
This job description may be amended at any time after discussion with you and may be reviewed annually.

PERSONNEL SPECIFICATION

	REQUIREMENT
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Knowledge/Skills
	
	
	

	Demonstrate a good working knowledge of Windows and Office products (Word, Excel, email etc).
	(
	
	Application Form/ Interview

	Good level of numeracy skills.
	(
	
	Interview

	Ability to read and assimilate a wide range of information.
	(
	
	Interview

	Good verbal and written communication skills.
	(
	
	Interview/Test

	Experience of dealing with the public, in person and on the telephone.
	(
	
	Application Form/ Interview

	Ability to organise and maintain administrative and database systems.
	(
	
	Application Form/ Interview

	Good organisational skills.  With supervision, an ability to manage time effectively, prioritise workloads appropriately, and work effectively under pressure.
	(
	
	Interview

	Ability to communicate effectively with both adults and children in a class based situation.
	(
	
	Interview

	Ability to work closely with other team members and communicate effectively with other organisations and individuals.
	(
	
	Interview

	Ability to exercise confidentiality and discretion
	(
	
	Interview

	Clear record of good punctuality and attendance
	(
	
	Interview/References


