

[image: ]





Wirral Hospitals’ School 
“Working together to make everything better”
An Ofsted “Outstanding” School 

Headteacher:  Mr P Arrowsmith


POST:	Administrative Assistant

BAND: Band C

HOURS: 30 hours per week (Term Time Only) 8:30am to 3:00pm

IMMEDIATE SUBORDINATES: None

DESCRIPTION OF DUTIES:

· To be responsible for the school reception and the telephone switchboard, including the recording of all visitors to school.

· To provide administrative support for the Headteacher, Deputy Headteacher, Business Manager and Office Manager as required.

· To provide administrative support for staff, as directed by the office manager.

· To be responsible for the preparation and distribution of school letters.  Liaise with parents, other professionals and community groups on behalf of the Headteacher as required.

· To be responsible for sending school messages and letters electronically to parents.

· To be responsible for accurate minute taking at staff briefings.

· To be responsible for the reprographic services across the school.

· To be responsible for the administration of school trips and events.

· To be responsible for the incoming and outgoing postal services.

· To be responsible for the control and distribution of stationery and equipment to staff including requisitioning of stocks of stationery, materials and equipment.

· To assist with the collection of all monies received and issuing of receipts.

· To assist with the weekly online food order.

· To be responsible for administration of parents’ evenings and other parent events.



· To be responsible for the production of End of Term Certificates.

· To provide hospitality to all visitors.

· To order and deliver prepared lunches to students.

· To be responsible for administering medication to students.

· To be a pro-active member of the Admin Team, supporting others as required.

· To contribute to the ethos and aims of the school.

· To ensure equal opportunities for all.

· To develop constructive relationships and communicate with staff, students, parents/carers, outside agencies and professionals.

· To participate in training and other learning activities and performance development as required.

· To recognise your own strengths and areas of expertise and use these to advise and support others.

· To perform other duties considered reasonable, that are commensurate with the grading and designation of the post.



Signed: …………………………………………………… Employee

Date: ………………………………………………………


Signed: …………………………………………………… Headteacher

Date: ………………………………………………………
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