Job Description
Title: Admin Assistant (School and Nursery)
Grade: Band 4
Reports to: Business Manager
Supervises: -N/A

Job Information:
· This post is 17.5 hours per week, Term Time Only.  9am-12pm Mon to Thurs and 9am-3pm Fri (with 30 minute break)
Essential Criteria:
· have grade C or above (or equivalent) in Maths and English
· have and a high standard of both written and spoken literacy.
· be confident in using IT, especially Microsoft Office applications
· be an excellent communicator with staff, pupils, parents and the wider community
· be organised and able to prioritise your workload
· be flexible in working practices using your initiative to work independently where appropriate
· be able to work under pressure and multi-task whilst maintaining accuracy and attention to detail
Principle Responsibilities / Duties:
· Monitor lateness and absences and liaise with parents verbally and/or in writing when children are absent from school without prior notice notification/authorisation.
· Build relationships with families who have poor attendance.
· Make referrals to the School’s Attendance Team when necessary.
· Promote attendance and achievements through certificates and other methods as appropriate.
· Organise annual patterns of entry for Year R pupils, including home visits.
· Assemble information that is required in considering provision for pupils with special educational needs.
· Assist in the transfer of electronic records for pupils leaving the school (e.g. CTFs, migration forms).
· Assist in retrieving and distributing electronic data via the Local Authority Schools Secure Environment and DfE S2S system. 
· Create pupil accounts for parents of Year R pupils, using the Tapestry system.
· Gather, maintain and coordinate pupil data across our school systems.
· Ensure all data is sensitively handled and confidentially maintained with regard to the Freedom of Information Act and the General Data Protection Regulations.
· Work in conjunction with other school office staff to ensure the smooth running of the office.
· Be available to provide cover when necessary to answer the telephone, receive visitors to the school and collection and recording of cash (e.g. school dinner money, uniform sales, school trip money) in accordance with cash handling policies and procedures.
· Inform the Local Authority of dates/subjects for INSET days.
· Set-up school trip lists in TUCASI and record payments accordingly.
· Distribute staff/departmental mail, opening if appropriate.
· Maintain manual and computer based pupil records including pupil files and permissions proforma.
· Retrieve and update information on manual and computer based systems (e.g. Arbor, TUCASI, Connect).
· Prepare lists of pupils who need to be examined or treated by visiting Health Service staff, and to notify parents of the arrangements.
· Update the school prospectus, handbook and policies on an annual basis in conjunction with the Headteacher and distribute accordingly.
· Produce flyers, posters, newsletters, invitations etc in order to keep staff, parents and governors aware of school events.
· Provide administrative support complimentary to the teaching activities in the school e.g. photocopying, typing, filing, collation of pupil reports and safeguarding records, often dealing with items of a sensitive nature.
· Attend meetings and training sessions as required.
· Be involved in extracurricular activities (e.g. clubs, activities, trips, open days, presentations evenings)
· Report student and school issues in line with school’s policies for health and safety, child protection, behaviour management etc.
Responsibilities of all Staff:
· To familiarise themselves with the requirements of the Health and Safety at Work Act 1974, etc. and any other health and safety legislation and codes of practice, which are relevant to their work.
· To take reasonable care of their own health and safety and any other persons who may be affected by their acts or omissions at work.
· To take an active interest in promoting health and safety and suggest ways of reducing risks.
· To report any defects in the premises, plant, equipment and facilities, which they observe.
· To comply with any individual requirements identified in Job Descriptions and pertinent to their specific role.
1. To familiarise themselves with the school’s Safeguarding and Child Protection Policies.
1. To ensure they are familiar with school procedure for reporting concerns. 
1. To comply with any individual requirements identified in job descriptions and pertinent to their specific roles (health needs of children with medical conditions; first aid; school security etc.)
Bramble Infant School and Nursery is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment.  DBS Disclosure at Enhanced Level will be required prior to any offer of employment.


Person Specification
Title: Admin Assistant (School and Nursery)
Grade: Band 4
Reports to: Business Manager
Supervises: -N/A

	GCSE (of equivalent) in Maths and English grade A-C
	E

	First Aid Certificate
	D

	Experience of working within a similar role
	E

	Experience of working within a school/nursery 
	D

	An understanding of Health and Safety
	E

	Ability to work as part of a team
	E

	Good IT Skills; Word, Excel, Internet
	E

	Excellent communication skills;
· with children
· with colleagues
· with parents
· with external agencies
	E

	Excellent interpersonal skills
	E

	Ability to work using own initiative
	E

	Ability to prioritise work to meet deadlines
	E

	Ability to establish a positive working relationship with children and their parents
	E

	Ability to use judgement and common sense
	E

	Ability to maintain confidentiality on all school matters
	E

	Willingness to participate in further training and developmental opportunities offered by the school
	D

	Enthusiastic and imaginative in your approach and enjoy working with children
	E



Criteria Essential (E) Or Desirable (D)

