EILEEN WADE PRIMARY SCHOOL
JOB DESCRIPTION

	
	

	JOB TITLE:


	Admin Assistant

	RESPONSIBLE TO:


	Headteacher

	JOB PURPOSE:


	To support the administration of the school. 


MAIN DUTIES AND RESPONSIBILITIES:

1. To undertake reception duties and deal with general enquiries from visitors, parents etc.
2. To provide clerical support to Headteacher.

3. To manage correspondence delivered to school, including letters, parcels & e-mails.
4. To deal with class registers: extracting and collating data on pupil attendance, checking correctly entered on SIMS system and following up non-notified absences by telephone.

5. To maintain pupil records utilising SIMS system, including changes of address, telephone numbers etc.

6. To maintain staff records utilising SIMS system, including changes of address, telephone numbers, salary scales etc as required by the LA and completing the annual Workforce Census for Bedford Borough.
7. To book staff training courses as required & arrange for staff cover when staff on training courses, absent etc.
8. To deal with clerical work in relation to admissions and transfers of pupils, including completion of the Promotion Path on SIMS, arranging for CTF file transfers, issue & processing of new admission packs. Completion of termly School Pupil Census on SIMS.
9. Co-ordinate all contact with parents & carers via Parentmail, ensuring that the system is kept up to date.

10. Telephone through lunch order requests & uploading information onto Caterlink portal
11. To act as the initial collection and recording point for monies received from pupils (uniform, visits etc). To issue receipts and transfer monies to Finance Manager for accounting and banking purposes & prepare uniform order for despatch as required.
12. To manage all bookings of Before School Club & Cool Kidz Club ensuring fees are paid in full by parents & following up where required to ensure no debts accumulate.
13. To act as a first point of contact with parents on a range of matters (making appointments etc) as required by the Headteacher and Teaching Staff

14. To prepare paperwork in connection with school visits.
15. To manage the paperwork for DBS and other security checks required for staff and contractors and submit these as needed.
16. Maintain and update the School Inventory and ensure checked & counter-checked on an annual basis for audit purposes.
17. To undertake any other duties of a similar level and responsibility as may be required: eg: organisation of bookings for school photos, parent consultation sessions, co-ordinating issue of school reports, costing & booking of school trips & transport arrangements.
18. To regularly update the Critical Incident File.
19. To maintain the Health & Safety File ensuring full compliance for termly H&S Governor checks & carry out the weekly fire alarm test.
20. To check & update the Asset register & ensure that all loan agreements are in place.
21. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.
