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LONDON BOROUGH OF NEWHAM			JOB SPECIFICATION


Title of Job:   Administrative Assistant			Grade: 2

Department:  Education                                                         Hours:  19.5

Section:          Calverton Primary School


JOB SPECIFICATION


PERSON REPORTS TO:   Administration Officer

PERSON SUPERVISES:    None

PURPOSE OF JOB:  To undertake a range of reception and clerical tasks, to assist and support staff at Calverton 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 RESPONSIBILITES:

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. To provide administrative and clerical support to the Headteacher and School Business Manager. To include typing letters in response to correspondence received, exemplary proof reading and other checking, prior to the submission of any communication carrying the name and / or office of the Headteacher and School Business Manager. 
2. To be responsible for organising and assembling a wide range of meetings as directed by the Headteacher, ensuring that agendas are set and preparing papers required by the Headteacher in advance to the meetings. Taking and distributing minutes as required and taking responsibility for auctioning matters on behalf of the Headteacher. 
3. To receive telephone enquiries, and calls in person from parents and the     public, giving general advice and guidance.
4. To ensure the proper application of both DfE regulations and council administrative policies.
5. To operate the school’s computer administrative systems and modules competently.
6. To do filing, photocopying, and the maintenance of records.
7. To deal with post and dispatching mail.
8. To deal with and screen phone calls with tact and discretion, and to receive and pass on messages accurately.
9. Performing a variety of office duties including, typing, taking telephone messages, mailing etc.
10. Such other duties within the competence of the post holder, which may be reasonably required from time to time.
11. To foster positive links between the school and the local community.






