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[Knutsford Academy]

JOB DESCRIPTION
 		
	JOB TITLE
	Administrator
	GRADE
	4



BASIC JOB PURPOSE   

To support the school administration team in a variety of administration functions.  As part of the Admin Team, you will be required to support in the completion of a range of tasks including those outlined in the main responsibilities below.

MAIN RESPONSIBILITIES

	1
	Provide a reception and telephone answering service (both internal and external) to ensure that all callers are dealt with promptly and the image of the school is enhanced 


	2
	Undertake reception duties and deal with the day-to-day queries, ensuring all visitors, staff and students are greeted in a friendly and appropriate manner. Ensure that all visitors sign in and out in accordance with the school’s safeguarding policy.


	3
	Maintain registers, contact parents regarding any student absences and inform relevant personnel.  To make first response calls to parents regarding attendance.


	4
	Support with whole school with filing and general office duties including recording all outgoing and incoming mail.  


	5
	Word processing and production of various documents to support the needs of the school.


	6
	Assist with the organisation of school trips, including booking coaches and venues and supporting the administrative team with the management of the online payment system.


	7
	Liaise with school staff regarding issues such as first aid including securing of and issuing prescribed medication to students. Ensure that the School’s First Aid and Medicines Policy is adhered to.
To undertake first aid training.


	8
	Provide general clerical/administrative support and respond to routine correspondence




	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined as necessary by the Trust.
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