ST JOHNS CATHOLIC PRIMARY SCHOOL

Job Profile: Administration Assistant

	Main Job Purpose 
	To provide administration assistance support to the school administration function and the wider school Team.


	
	Main Duties

	1.
	Experience in an administrative role and/or school experience is essential

	2.
	To be the welcoming face to our wonderful school.

	3.
	Providing a first-class front of house service to all school stakeholders including parents, outside agencies, members of the community, staff and pupils. To follow all school safeguarding procedures associated with visitors.

	4.
	Ensuring the accurate taking and recording of telephone and verbal messages, acceptance and delivery of pupil kit and belongings to their classrooms.

	5.
	To administer the School Fund, including banking.

	6.
	To support in the administration of clubs and trips, including collation of responses and providing reports.

	7.
	Organisation or school meals through Aspens, including provision for FSM.

	8.
	Accepting, checking and distributing stock to classrooms and stock cupboard. Upkeep of stock room.  Completion of core stock order form for SBM approval as stock is required. Guillotine and laminate as needed.

	9.
	To act as a fire marshal during evacuations.

	10.
	Assist Administration Officer as and when required. 

	11.
	Provide photocopying services for Teaching staff to enable them to have time for Planning, Preparation and Assessment.  Ordering photocopier supplies by telephone and calling engineer when necessary.  Monitoring repairs and maintenance of machine. Ensure the print room is stocked and orderly.

	12.
	Organise tea and coffee facilities daily

	13.
	General office duties e.g. filing, shredding etc providing cover for Admin Officer during her absence, to enable smooth running of administration system

	14.
	To support with the administration of work experience placements.

	15.
	Act as school liaison with the PTA to support in administration and advertising events.

	16.
	Ordering of food provisions for Breakfast Club.

	17.
	To be a first aider and to manage the upkeep of medications held in school and medication/ dietary records.


	Supervision and Management

	The jobholder does not have responsibility for supervising staff.

	Creativity and Innovation (i.e. Problem Solving)

	The work undertaken is largely regulated by laid down proceedings but there is some need to resolve routine problems, particularly when working on Reception and dealing with callers.


	Key Contacts and Relationships

	Typical contacts for this job holder are:

	· Bursar/ Head Teacher for Work related issues

· Administration Officer
	· Parents telephone messages/Pupils
· Teaching team, including HLTA’s & TA’s


	Decision Making

	The job holder has some discretion on the order in which to carry out work.


	Working Environment

	There is occasional background noise from visitors and pupils at certain times in the school day.


	Knowledge and Skills

	The job holder requires office skills including dealing with telephone calls/visitors.  New starters are required to learn and apply procedures governing office work in a school setting.


