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Job Description
	Job Title:  Junior Administrator

	Name:


	Grading:  LBR 2
Salary:
Contracted hours: 36 per week  x 44.26 weeks per year

	Date last updated: 

       December 2016


	PURPOSE OF JOB

	Under the direction of the PA to the Head Teacher 
To work under the direction of senior staff to provide general clerical and administrative support as part of a busy Admin Team and to provide late duties to 5pm two days a week.

	DUTIES

	To work across the Admin team supporting as required.

To undertake reception duties, answering general telephone and face to face enquiries, signing in visitors. 

To provide general clerical/admin support across the team e.g. photocopying, filing, emailing, telephone calls and general typing.

To undertake routine administration tasks.

To operate computerised records/information/communication systems and carry out other IT based tasks.

To sort and distribute mail as directed.

To provide personal, administrative and organisation support to other staff.

To operate general office equipment e.g. photocopier/computer.



	GENERAL RESPONSIBILITIES

	Attend and participate in relevant meetings, training and other learning activities and performance development as required.

Be aware of and comply with school policies and procedures relating to behaviour, child protection, health, safety and security, confidentiality, data protection and leave of absence reporting all concerns to the appropriate person.

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.

Be responsible for own health and safety, as well as that of colleagues, pupils and the public.  Employees should co-operate with the leadership team, follow established systems of work, use protective equipment where necessary and report defects and hazards to the Head teacher / School Business Manager.



	The above duties and responsibilities are not exclusive and the incumbent may be required to undertake further duties as may reasonably be expected within the grade and skills of the post holder as requested by the Head teacher.
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