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Job Description 

Post Held: Administrative Assistant

Responsible to: School Business Manager and Head Teacher 

Liaises with: School Business Manager
This job specification recognises the requirements of the current Pay and Conditions Regulations and reflects the mission statements, ethos, values and vision of the school.

DUTIES AND RESPONSIBILITIES.

Support for pupils, their families and visitors.
1. To promote a caring and welcoming environment for the children, their parents and all visitors. May be required to provide refreshments for visitors.
2. Establish fair, respectful, trusting, supportive and constructive relationships with pupils.
3. Communicate and liaise effectively and sensitively with pupils, colleagues, parents, carers and contractors.
4. Recognise and respect the contribution that parents and carers can make to the development and wellbeing of pupils.

5. Maintain an effective pupil admission and registration system including liaison with Surrey Admissions department together with the organisation of tours of the school.
6. Maintain confidentiality at all times
7. Apply first aid and administer medicine to pupils as appropriate and organise school nurse and other outside agency visits e.g. flu immunisation, weight checks etc. 
8. Maintain an up to date record of Health Care Plans and dietary needs of pupils and ensure all relevant members of staff are advised as necessary.
9.  Assist and help with pupil welfare and well-being as appropriate.
10. Liaise effectively with the school’s Parent Teacher Association (FOVE).
11.  Liaise effectively with parents and carers with regard to any medical or first aid issues.
12.  Liaise effectively with parents and carers with regard to pupil needs or pupil related administration.

13. Under the direction of class teachers and or Head Teacher, assist with the booking and administration of school trips and other curriculum-based activities or events e.g. visiting photographers. 
14. Maintain and effectively use the school’s Management Information Systems (currently Arbor and Scopay).
15. Administer the school’s visitor book including checking and recording DBS information.
16. Under the supervision and direction of the School Business Manager and the Head Teacher, ensure that all DBS and ID are logged as necessary and that safeguarding procedures are followed. 
17. Maintain and administer school dinner records liaising with the kitchen staff as necessary and distribution of school milk and fruit.
18. Liaise with the Educational Welfare Officer and assist with attendance monitoring. 

19. Provide intimate and personal care to pupils as appropriate, to include the following:

· Dressing and undressing (underwear)

· Helping someone use the toilet

· Changing continence pads (faeces)

· Changing continence pads (urine)

· Washing intimate parts of the body

· Skin care/applying external medication

· Administering oral medication

· Hair care

· Dressing and undressing (clothing)

· Washing non-intimate body parts 

· Prompting to go to the toilet

Support for the school.
1. Be aware of and comply with the procedures and policies relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

2. Contribute to and demonstrate the overall Christian distinctiveness, ethos, values and mission statement of the school.

3. Comply with the school’s Staff Code of Conduct and ICT Code of Conduct.
4. Maintain efficient administration procedures that support school activities.
5. Be responsible for providing a prompt and efficient reception and telephone service.

6. Receive and check deliveries and advise of any discrepancies.
7. Assist with regular maintenance of office/pupil filing systems, retaining documents, correspondence and other records.
8. Maintain and administer the school diary.

9. Order First Aid supplies.

10. Collect and disperse incoming and outgoing mail.
11. Assist as directed with the distribution and storage of a wide range of computerised and paper based records, reports and information based packages.
12. Operate and routinely maintain reprographic equipment including the arranging of regular servicing and repairs.
13. Carry out general office duties including the safe and secure storage of supplies, dealing with emails and letters and basic website updates. 
14. Place authorised orders for stationery and equipment.

15. Assist and advise with the preparation of routine financial returns for forwarding as hard copy or by electronic transmission.
16. Ensure the smooth running of the administrative network, with relation to the Arbor and Scopay modules, and to assist other users as necessary.
17. Ensure files and records such as admissions and discharge information, class and absence registers and other pupil records are prepared and meet Data Protection legislation.
18. Prepare, submit and update computer files and pupil data as necessary.
19. Consult with external consultants on any software and hardware issues and work alongside the technician liaising with the School Business Manager or Head Teacher as necessary.
20. Update the school website as necessary and as requested.
21. Prepare and submit School Census returns and miscellaneous returns and complete end of year procedures
22. Record staff attendance/absence.
23. Through appraisal, improve their own knowledge and practice including responding to advice and feedback.
24. Maintain records of all school clubs and extended care and deal with parent’s queries
25. Assist with the input of end of year assessment data and related reports.

26. Administering and accounting for staff dinner money and inputting of meal figures.
27. Initial administration of health and DBS checks

28. Managing contractor appointments and dealing with initial call outs.

29. Assisting with the managing of GDPR action plans and audits.
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