ELMHURST PRIMARY SCHOOL


JOB SPECIFICATION 

___________________________________________________________________________

Title of Job: School Administration Assistant 
            Scale 
___________________________________________________________________________

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. To undertake welfare duties across the school.
5. To administer first aid as deemed necessary.

6. Keep an accurate rota for MDA duties and supervise cover as required.
7. Liaise with school nurse and school photographer to organise visits.
8. To update and keep the pupil medical records, medicine cupboard and medical board accurate and current at all times.
9. Gathering staff absence data, populating spreadsheets, inputting and uploading data onto Sims and contacting NPW.
10. Photocopying, filing and typing correspondence for school staff as necessary.

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

12. Constructing, designing and distributing MAT newsletter.
13. Relaying school events information to School Governors via e-mail and parents via pupil post.
14. To assist with the administrative duties pertaining to our Multi Academy Trust.

15. To assist the School Business Manager with administrative duties.

16. To process invoices, purchase card orders and deal with queries liaising with other office staff as necessary.
17. To be tactful and have respect for the need for confidentiality to all concerned including members of staff and the parents.

18. 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.

