Job Description

	Job Title: Admin Assistant
	Service: Children and Young People

	Service area:  Education
	Job reference:  Lathom Junior School

	Grade: Scale 4-5 
	Date last updated: September 2018


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.

Overall Purpose of Job

To provide high quality, customer focussed reception and administrative support.

Job Context

· The postholder reports to the Business Manager/Leadership Team.

· The postholder has no line management responsibility.

Key Tasks and Accountabilities

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

1. To be an effective member of the Admin Team, responsible for the general administration of the school, maintaining all appropriate records, disseminating information and organising stock requirements, etc. 

2. To have practical experience of financial processes and systems, ensuring the separation of duties and  having responsibility for school funds. 

3. To provide secretarial and administrative support to Leaders and Managers throughout the school. 

4. To maintain all confidential manual and computerised pupil records. 

5. To support colleagues in the management of  pupil’s school attendance and absence records.
6. To use information technology effectively, carrying out word processing and other functions as required.

7. To be responsible for the creation and update of pupil registers for all visiting staff and after school activitie sessions.

8. To liaise with colleagues to ensure good communication systems are effective and ensure the smooth-running of the school day. 

9. To maintain adequate supplies for administration purposes. 

10. To be responsible for all correspondence to families. 

11. To undertake photocopying and filing as necessary. 

12. To maintain inventories of First Aid supplies and stock. 

13. To provide a hospitable and welcoming ‘front of house’ 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.

14. To be the point of contact re. ‘follow-up’  of IT logged calls to NPW. 

15. To attend relevant training and disseminate  relevant information to other Admin Team colleagues and members of staff. 
16. To work collaboratively with Admin Team colleagues to ensure that admin arrangements deliver maximum effectiveness and appropriate responsive support to all staff. 

17. To assist Premises staff, in ensuring that Health and Safety guidance is followed.

18. To oversee and mange the administration of School Meals for adults, including dinner money payments from staff.
19. To liaise with Pupil Services regarding FSM entitlement, ensuring that our pupil records reflect current eligibility.

20. To be a friendly and knowledgeable point of contact for our parents and families, supporting them to access a range of documentation, forms and requests.
21. Any other duties appropriate to the grade of the post, as reasonably required by the Executive Headteacher.

Person Specification 

	Job Title: Admin Assistant 
	Service: Children and Young People

	Service area: Extended Services
	Job reference: Altmore Children’s Centre

	Grade: SC4-5
	Date last updated: September 2018

	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 short-listed.  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:

· Knowledge and understanding of health and safety issues in a front line service.

· Some knowledge of Early Years and Children’s Centres.

· Knowledge of basic office procedures i.e. filing, photocopying, telephone manner, scanning, sending/ receiving emails.
	Application Form/Interview

	QUALIFICATIONS: 

· N/A
	Application Form/Interview

	EXPERIENCE:

· Experience of undertaking an administrative role/duties.

· Experience of work as part of a team and also on own initiative.

· Experience of offering high quality reception service, dealing with customers face to face, and over the telephone.

· Experience of using IT systems, including database systems and Microsoft Office e.g. word, excel, outlook etc. 
	Application Form/Interview

	SKILLS AND ABILITIES:

· Good level of literacy skills (including, spelling, punctuation, and grammar.
· Ability to work under pressure to tight deadlines.
· Ability to prioritise and organise own personal workload.
· Ability to exercise confidentiality and discretion.
· Ability to communicate appropriately/clearly and effectively, both written and orally with a wide range of people.
· Ability to work flexibly when dealing with workload and customer needs.
	Application Form/Interview

	OTHER SPECIAL REQUIREMENTS

· Ability to carryout duties at evenings and weekends when required.

· This post is subject to an Enhanced CRB check.

·  Travelling to other Children’s Centre venues and arrange opening of buildings with organisations/school caretakers.
	Application Form/Interview


