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School Administrative Assistant Job Description
	Employment details

	Job title
	School Administrative Assistant

	Reports to
	Headteacher/Local Governing Committee

	Hours of work
	32.5 hours per week 

	Salary/Scale
	Grade 5/SCP 5

	
Employees of Heaton Park Community Primary School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 


	General Duties
· To collect and accurately record all money for school trips, charity events, dinner and milk money etc and balance to corresponding systems. 
· Carry out basic bookkeeping of, for example, school fund, petty cash, school trips, photographs, postage, telephone calls and the balancing of such funds. 
· Make arrangements for school trips, events etc as directed. 
· To undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors. 
· Undertake pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff in accordance with School Procedure. 
· Provide general clerical support e.g. photocopying, filing emailing, completing routine forms and responding to routine correspondence. 
· Maintain manual and computerised records/returns/management information systems. 
· Undertake typing, word-processing and other IT based tasks including the production of letters, reports and schedules and operate relevant equipment/ICT packages eg excel, databases, spreadsheets, internet. 
· Sorting and distributing internal and external mail. 
· Produce lists/information/data as required. E.g. pupil data 
· Maintain and collate pupil reports information routinely required by the Trust and DfE. 
· Undertake routine administration of school lettings and other uses of school premises. 
· Take notes/minutes of meetings as required. 
· Ensure registers are completed and attendance records are accurate.  
· Complete various returns as required by the DfE and the Trust. 
· Manage visitors into school in line with school policies e.g. school nurse, photographer and parents. 
· Manage and maintain stock levels for school resources. 
· Operate uniform/snack or other school ‘shops’ within school. Respond to queries from staff, pupils and parents. 
· Undertake general financial administration e.g. processing orders, preparing statements for individual budget holders. 
· Under the direction of the Headteacher, organise supply cover



	Safeguarding: 
As an employee of The Collective Community Trust you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion:
The Collective Community Trust is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
Health and Safety:
The post holder is responsible for Employees Duties as specified with the School’s Health and Safety Policies.
Health and Wellbeing:
As an employee of The Collective Community Trust you should contribute to a culture that values and supports the physical and emotional wellbeing of yourself and your colleagues.

Any other duties deemed reasonable, as directed by the Headteacher. The specific nature and balance of these responsibilities will vary according to the needs of the school. It will be necessary to specify the curriculum and subject / aspect co- ordination responsibilities / teaching commitment to be undertaken by the post holder.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)




Signed: (postholder)
Signed: (headteacher)
Date:
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