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Post:

ADMIN ASSISTANT (FRONT DESK)
As Admin Assistant you shall be required to propose general clerical/secretarial assistance to the Business Manager. 
Times: 

8.30 a.m. to 4.30 p.m. with one hour unpaid lunch time. (35 hours per week 

during term time, plus five INSET days)

DUTIES

1. To admit, receive and welcome visitors to the school and deal with enquiries.

2. Answer the telephone and deal with routine enquiries and record pupil absence reasons.

3. Open, sort and dispatch post.

4. Send fax correspondence.

5. Type various correspondence, general letters to parents, individual letters and duplicate.
6. To type/word process reports, schemes of work, polices etc and up date as necessary, as directed by the Business Manager.
7. Request pupil records for new admissions to school and send on pupil records for any children that leave including transfer to secondary school.
8. Undertake reprographic duties. (Photocopier and Risograph)
9. Maintain a computerised database of information on staff and pupils at the school.

10. Arrange for school contact forms to be updated (INPUT forms).

11. To arrange for school contact forms to be up dated as determined by the Business Manager.

12. Maintain the record of the school Inventory.

13. Maintain Staff Absence record and notify the Business Manager of any staff absent.

14. To organise ordering of school uniform and arranging distribution once received.

15. Complete appropriate returns to the Educational Department and other agencies as required. 

16. Administer first-aid to children; if necessary escorting sick children home or to hospital under the direction of the Head teacher, accompanied by another member of staff.

17. Keep appropriate records on children with health problems.

18. Liaise with the School Health Visitor/Dentist etc. arrange visits and prepare required class lists.

19. Store, organise and monitor and allocate stock.

20. Check off stock against delivery notes and put away.

21. Book coaches for outings and visits.
22. Liaise with the Music Service/Music teachers and pupils.

23. Bank monies as required.
24. Arrange SEN meetings and send out letters to parents and various agencies involved. 

25. To minute SEN reviews, type and distribute to parents and the various agencies involved. 

26. To be familiar with the systems and procedures, so that you can deputise for the other admin assistant if necessary.

27.  Carry out such other reasonable duties as the Head teacher or the Business Manager may require.

RESPONSIBILITIES: 


· To be aware of and comply with policies and procedures relating to Child Protection, Health and Safety and Security, Confidentiality and Data Protection, Equality of Opportunity.

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required

· Participate in training and performance development as required.

