Post:


Admin Assistant

Grade:


Scale 4
Location:

Kingsford Community School
Posts Supervised:
None

Responsible to:

Office Manager

Designated staff:
Office Manager, and School Development Team

Other Relationships:
All school staff, students, visitors.




External Agencies

Basic Objectives of the Post:
To be a member of the administrative team in the provision of high quality, administrative, secretarial and information technology support to designated staff of the school.  To be responsible for designated admin duties as directed by the Office Manager, assisting in the management of the school's computerised management information system and the maintenance of administrative systems within the school and to provide support to students and parents.

Administration 

To provide high quality secretarial and administrative support to designated staff of the school using appropriate new technology to draft, prepare, produce and photocopy letters, reports and school publications.

To make appointments as directed by designated staff.  To keep a diary of all such appointments for the staff concerned.  To ensure all necessary paperwork is completed in good time for such appointments.

To attend meetings of designated staff and take minutes.

Under the direction of designated staff:

To produce the necessary letters, forms, booklets and other publications required for the successful administration of the key stages, curriculum and pastoral areas.

To use the school’s computerised management information system to record student and staff information.  To use this data to produce the required lists as directed by designated staff.  To input all data necessary for the production of all statistical returns required by the school, LEA, DFES and other appropriate bodies.

To generate reports from the Schools Management Information System, on the direction of the Office/Finance Manager, to inform the LEA in its monitoring and evaluation role with regard to matters such as ethnic monitoring, national curriculum assessment monitoring, staff and student information including census returns and the completion of statistical reports and returns;

To provide training to designated staff in the use of the computerised management information system.

To provide information to parents, visitors and external agencies on school procedures and policies as directed by designated staff.

To provide financial support to designated staff.   To collect all monies as directed by designated staff.  To issue receipts to students or parents and to keep records of all monies collected for designated staff.   To count all money collected and forward it to the school’s finance officer for safe keeping.

To make any necessary bookings as directed by designated staff and to ensure that invoices for such bookings are passed to the school’s finance officer for processing. 

To cover Reception\switchboard duties in conjunction with other admin staff

To order stationery and equipment as directed and to maintain inventories for such equipment for designated staff.

To carry out audit trails as directed by the Admin/Finance Manager on a regular basis within the designated departments to comply with financial regulations.

Information Technology support

To provide I.T. support to designated staff including basic IT INSET to increase their knowledge. 

To ensure a regular supply of printer paper, toners, etc., for designated staff.  

To liaise with IT technical staff when problems occur that require more than basic maintenance.

General

To operate as a member of the Administrative Team within the school in meeting all administrative needs including the completion of all holiday work as directed by the line manager.

To provide cover for absent colleagues when necessary as directed by the line manager.

To undertake training and development relevant to the post.

To be aware of and comply with Health & Safety regulations pertaining to this post.

To be aware of and comply with the school's equal opportunities policy.

To undertake other temporary duties, consistent with the basic objectives and/or duties of the post.

This job description is subject to annual review and the responsibilities may vary in the light of changing school needs.

Equal opportunities and school vision:

· To ensure commitment to the implementation of the school vision

· Commitment to school policies on Equal Opportunities and Learning Support, including inclusion of students.

· Commitment to continual raising of levels of achievement for all our students.

· Confidentiality and sensitivity, which are essential when dealing with parents and students of the multi-cultural school.

PERSONNEL SPECIFICATION ADMIN ASSISTANT
All requirements listed in this specification must be (a) essential to the post and (b) assessable within the selection process.

	FACTOR
	REQUIREMENT
	METHOD OF ASSESSMENT

	All levels

KNOWLEDGE / SKILLS
	Ability to undertake routine clerical task / procedures e.g. duplicating and binding machines.
	Application Form / Interview

	
	Ability to undertake general copy typing or develop such skills.
	Application Form / Interview

	
	Scale 1/2
	

	EXPERIENCE
	Working experience of routine clerical tasks and responsibilities sufficient to enable postholder to undertake work with some supervision.
	Application Form / Interview

	
	Scale 3/4
	

	
	Working experience of routine clerical tasks and responsibilities sufficient to enable postholder to undertake work without constant supervision, and to demonstrate greater work flexibility than would be required at Scale 2.
	Application Form / Interview

	
	All levels
	

	EDUCATION
	Good numeracy and literacy.
	Application Form / Interview

	
	All levels
	

	CONFIDENTIALITY
	Ability to exercise confidentiality and discretion on sensitive matters.
	Interview

	
	All levels
	

	COMMUNICATION
	Ability to communicate effectively with students, the public and other staff.
	Interview

	
	All levels
	

	TEAM WORK
	Ability to work as a member of a team.  Ability to work flexibly in order to meet the needs of the service.
	Interview


