ELMHURST PRIMARY SCHOOL


JOB SPECIFICATION 

___________________________________________________________________________

Title of Job: School Administration Assistant 
            Grade: 

___________________________________________________________________________

JOB SPECIFICATION

___________________________________________________________________________

PERSON REPORTS TO: Office manager/ Head of School
PERSON SUPERVISES:  No direct supervisory responsibility
___________________________________________________________________________

OVERALL PURPOSE OF JOB:

To assist the Office Manager with the administration duties of the school in relation to finance, assessment and main reception.
	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  




DUTIES AND RESPONSIBILITIES:

To be able to relate appropriately to a wide range of people.

To have an awareness of the needs of the pupils.

To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas. 

The post holder reports to the Office Manager.

The post holder would be expected to supervise the work of less experienced staff and on occasion required to work evenings, weekends for the benefit of the school.

To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards and taking decisions:
Key Tasks and Accountabilities
1. To provide a hospitable and welcoming ‘front line’ service to all visitors to the school and to deal with specific and general enquiries from staff, parents, governors, LEA, etc. This includes escorting to the room, name badges, offering refreshments, and ensuring they are welcomed and looked after.
2. To contact various council departments and outside agencies,

representing the school’s interests and presenting its positive image.

3. To use Information Technology, including Microsoft Word, Excel, internet, databases, e-mail storing, retrieving and presenting information in appropriate formats.
4. Gathering assessment data, populating spreadsheets, inputting and uploading data onto s2s and NCA website.
5. Photocopying, filing and filling out pupil passport forms as necessary.

6. Sort out incoming post and ensure invoices are passed over.

7. Constructing, designing and distributing six newsletters throughout the academic year.
8. Relaying school events information to School Governors via e-mail and parents via pupil post.
9. To process purchase orders, purchase card orders and deal with queries liaising with office staff as necessary.
10. Systematically going through the school info box to ensure the correct staff member has the relevant communication.

11. Main receptionist after 3.30pm. To contact any late pick-ups, keep an overview on the reception area from 3.30pm to 5pm in order to watch children left behind and welcome any arrivals to after school events.

12. To be tactful and have respect for the need for confidentiality to all concerned including members of staff and the parents.

13. To be flexible to the needs of the school as determined by the Head Teacher.

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder.  This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.
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Personal Specification

	Job Title:

Admin Assistant
	Department:

Primary and Nursery Schools



	Division/Section:

Elmhurst Primary School


	Job Number:

	Grade: 3


	Date last updated: Sept 2017




	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the method of assessment is stated to be the application form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

The ability to undertake a wide range of administrative tasks using set procedures. The post holder should have a sound knowledge of Ms word, office, excel, publisher and e-mail. 


	Application Form/ Interview/ Certificate/Test 




	QUALIFICATIONS:
A high standard of literacy and IT skills.

Advance level numeracy/accounting skills.


	Application Form/ Interview/Test 



	EXPERIENCE:
Experience is essential in all admin tasks and responsibilities, sufficient for the post holder to work with minimum supervision and be able to confidently supervise the work of less experienced staff.

A background in school administrative procedures is desirable.


	Application Form/ Interview/ Certificate/Test 



	SKILLS AND ABILITIES:

High level numeracy/literacy and IT skills essential.

High level communication skills.


	Application Form/ Interview/ Certificate/Test 



	PERSONAL STYLE AND BEHAVIOUR:

Ability to relate effectively with colleagues, parents and children with a good standard of interpersonal skills and confidence.

A positive approach is essential and an ability to exercise confidentiality and discretion of sensitive matters.


	Application Form/ Interview

	OTHER SPECIAL REQUIREMENTS:

Willingness/ability to work out of hours.


	


