Wrenbury Primary School
JOB DESCRIPTION QUESTIONNAIRE

	JOB TITLE
	Administration Assistant  -Primary School
	JOB REF NO
	AAAD5071


BASIC JOB PURPOSE
To provide a general clerical support across a range of duties taking responsibility for designated areas so that administrative processes related to the work of the school are effectively executed.
	
	MAIN RESPONSIBILITIES



	1.
	Provide general administrative support for the school to ensure the efficient and timely provision of information.

	2.
	Acting as initial point of contact for visitors to the school and dealing with complaints and enquiries from parents and members of the public.

	3.
	Deal with telephone and face to face enquiries to ensure that all calls/visitors are handled efficiently and effectively and good relations fostered.

	4.
	Develop and maintain administrative systems so that support provided is efficient and effective.

	5.
	Set up, co-ordinate and administer the examinations, admissions / transfer of pupil’s annual review and external assessments processes, under the direction of the Headteacher.

	6.
	To 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 and good relations fostered.

	7.
	Maintain and update school files, manual and computer, including staff and pupil records to ensure that accurate information is stored securely and available for use by appropriate persons.

	8.
	Process and compile documentation for the development of individual pupil reports.

	9.
	Oversee the maintenance of pupil records, including registration, admission and transfer procedures and associated statistical analysis for Principal, LEA and DFE returns to meet management and statutory requirements.

	10.
	Respond to enquiries, in person and by telephone, from a wide range of school contacts, by dealing with the issue directly or by referral to school professional staff as necessary.

	11.
	Monitoring the daily attendance of pupils in school. Report to Headteacher and Local Authority Attendance Team. 

	12.
	Administer the daily ordering of school meals and snacks and liase with kitchen staff. 

	13.
	Maintain database of pupil and parent/carers details including monitoring of medical information and allergy register. 

	14.
	Debt management of pupil payment accounts

	15.
	Administration of school trips and clubs, including organisation and bookings. 

	16.
	Coordinate and administer the procedures related to the external assessments and admissions/transfers of pupils under the direction of the Headteacher.

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job. 




