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School Administrator – Job Description
Full job description
Admin Assistant – Grade 4
Contract type: 39 Weeks pa, permanent position
[bookmark: _GoBack]Working Pattern: 34.5 hours a week (08:30 to 16:00 Mon, Tue, Wed & Fri, 08:30 to 15:30 on Thursday)


Job Purpose	
To provide personal assistance, organisation and confidential administrative support to the school office. The school administrator will provide a warm welcome for parents, visitors and colleagues and deal with their requests in an efficient and professional manner.
Main responsibilities may vary day to day.

Main Responsibilities

· Provide administrative support for a busy school office to ensure effective and efficient service to staff, pupils and visitors. 
· Input data and manage records on school systems including:
· Arbor
· CPOMS
· Insight
· Parentpay
· Main control of school admin email and admin Dojo
· The distribution of the weekly school newsletter to different groups via email 
· Update and distribution of the school pupil matrix, as required

Reception duties and telephone support 

· To deal courteously and efficiently with all visitors
· To receive and respond to incoming telephone calls including transferring to specific individuals as appropriate, including taking and delivering messages
· Receiving, signing in and directing pupils, parents and other school visitors as appropriate, ensuring adequate checks are made for DBS, issuing of correct badges
· Calling parents when required

Attendance:

· Ensure registers for children are maintained and first day response is carried out in a timely manner
· Attendance line & parent calls pre and post register opening
· Logging information on Arbor (and CPOMS if required) e.g. medical info, late pupils etc.
· Register checking & first response parent contact
· Attendance monitoring & reporting for vulnerable groups (incl PP)
· Tracked group reporting from Insight
· Attendance escalation letters – creation, distribution and uploading to CPOMS
· Holiday request chasing forms & letters to parents in relation to holiday requests.
· Register inspection collation of information 
· Participation in LA & DFE attendance meetings

Dinners:
· Maintain lunch registers with FSM and allergy information
· Distribution of registers to classrooms
· Load of adult meals to ParentPay
· Chase outstanding debts, at least weekly, in a sensitive manner

ParentPay:
· Creation of payment items, including school clubs etc.
· Payment reports for trips
· Chasing payments where required

Accidents:
· Inputting of all accident information
· Maintenance of accident reporting spreadsheet
· Collation of accident sheets for trend analysis and governor reporting

Financial Support:
· Scan of invoices to Payments (exceptions)
· Raising of orders in Unit4
· Goods receipting
· Handling supplier payment queries – providing payment dates, remittance advice etc.
· Preparation of banking for school fund and CWAC accounts

Providing clerical support to the school’s administrative function,

· Receiving and sorting incoming mail, ensuring delivery to the appropriate staff
· The processing of any outgoing mail.
· Maintain the general filing system and file all correspondence both paper and electronic
· Provide administrative support as required including:
· Photocopying
· Texting and emailing via electronic system
· Contacting parents via ClassDojo
· Ordering and stock control of stationery.
· Production of Data Collection sheets and input data changes on to Arbor
· Production and distribution of Christmas show tickets


Communication Skills

Ability to:
· Form positive relationships with all stakeholders 
· Recognise and respect confidentiality of information
· Be a Team Player with an ‘can do’ attitude
· Communicate in all forms, e.g.; written, verbal, etc.
· Provide accurate, up to date and relevant information

Other
· Comply with the School’s behaviour/code of conduct.
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Contribute to the overall ethos of the School
· Establish relationships and communicate with other agencies / professionals where appropriate
· Attend and participate in regular meetings
· Participate in Continuing Professional Development as required
· Perform any reasonable duties as requested by the Headteacher or Business Manager
· Any other duties commensurate with the post.


Signed to indicate agreement				[Post-holder]  Date				


Signed							[Manager]     Date				
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