Chesnut Lodge School
JOB DESCRIPTION & PERSON SPECIFICATION
POST TITLE: Administration Assistant 
GRADE: SCP Grade 3 Scale Point 5-6 £25583 - £25989 pro rata term time only
REPORTS TO: Head Teacher / Office Manager
MAIN PURPOSE: 
Staff school reception area answering routine telephone and face to face enquiries, and signing in visitors. 

To be responsible for undertaking administrative, and organisational processes within the school under the guidance of senior staff.  To maintain and monitor information, producing reports as required to support the school management process.
Principal Accountabilities & Responsibilities: 
1. Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors. 

2. Assist with arrangements for visits by other professionals, medicals and review meetings. 

3. Provide routine clerical support eg photocopying, filing, emailing, completion of routine forms, registers, school meals etc. 

4. Maintain manual and computerised records/management information systems/SIMS. 

5. Produce lists, information and data as required. 

6. Undertake typing, word-processing and other IT based tasks. 

7. Occasionally take notes at meetings. 

8. Maintain and collate pupil reports. 

9. Sort and distribute mail. 

10. To support in the collation of documentation relating to recruitment processes and processing of DBS applications

11. Support with the organisation of school trips, visits by the associated health & therapy teams and other multidisciplinary teams, photographer, linked schools, parents etc. 

12. Collation of registers and the completion of various returns as required by the school/local authority and DfE, staff/pupil attendance, supply data, etc. 

13. Undertake personal development through training and other learning activities as required

14. Attend and participate in meetings as required

15. Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns at an appropriate person.

16. To participate and assist in the organisation and storage of of examination materials.

17. Operate office equipment eg photocopier, computer etc. 

18. Arrange orderly and secure storage of supplies. 

19. Undertake routine financial administration eg collect and record dinner money. 

20. Be aware of and support difference to help ensure everyone else has equal access to the facilities and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.

21. Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

