STOCKPORT METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION


POST DETAILS		POST TITLE			GRADES/SALARY
                                           Clerical Assistant                      Scale 3

DIVISION                               Department 
		       
			    Reddish Vale Nursery School

POST REPORTS TO

Headteacher  and School Business Manager 


POST RESPONSIBLE FOR

The postholder has no responsibility for staff.


MAIN PURPOSE OF THE JOB

To be the main point of contact for the Nursery reception and have a welcoming and professional manner to all parents, carers, staff, children and visitors. To provide clerical and administrative support as required for the Nursery.
 _____________________________________________________________

MAJOR DUTIES AND RESPONSIBILITIES:

1. Reception and hospitality duties 
2. Administrative Support.
3. [bookmark: _Hlk245720730]Inputting and maintaining databases e.g. pupil records
4. [bookmark: _Hlk245720730][bookmark: _Hlk245721309]Financial Support 
5. [bookmark: _Hlk245721309][bookmark: _Hlk245721866]Statistical returns
______________________________________________________________

SUMMARY OF RESPONSIBILITIES AND PERSONAL DUTIES.

Reception and hospitality Duties 

· Provide a courteous and professional first point of contact for parents/carers, visitors, children and staff. 
· Ensuring all telephone enquiries are answered in a professional manner, and messages are passed on to the relevant members of staff.
· Follow the school’s Visitor Policy and safeguarding procedures, ensuring visitors are recorded on arrival and departure using the approved visitor system and that visitor badges are issued.
· Check identification of school visitors or contractors in accordance with school procedures. 
· Ensure visitors are directed to the appropriate person and escorted where required by school policy.
· Raise safeguarding concerns immediately with the Designated Safeguarding Lead (DSL) or appropriate senior member of staff.
· Receive and record deliveries and ensure they are passed on to the appropriate person.
· To provide refreshments for visitors as required.
· To ensure that the reception area is kept to a high standard.

Administration 

· Use the school’s MIS system and other software e.g. (T2P) to communicate with parents/carers.
· Maintain school dinner records for FSM children.
· Provide clerical support to the Headteacher and Business Manager and any other staff including word processing, photocopying, scanning, filing, data entry and emails as required. To use a range of software packages e.g. Word, Publisher and Excel.
· Monitor the school office email, MIS email from parents/carers and telephone enquiries. Respond to routine queries professionally and pass messages to the appropriate member of staff.
· Sort and distribute incoming and outgoing post and deliveries, maintaining an orderly and professional office environment. 
· Maintain accurate records, ensuring information is stored securely and in accordance with school procedures.
· Assist with school communications, meeting arrangements, diary updates and administrative tasks relating to school events, trips and activities as required.
· To ensure the information, leaflets, displays are updated and accessible to parents/ staff. To provide information to parents and signpost to other agencies as appropriate.
To make up and distribute information packs about the Nursery and to take a lead role in publicity materials. 
To update the website information about the Nursery under the direction of the Headteacher and School Business Manage


  Inputting and maintaining databases e.g. pupil records

· Using the school MIS system (SIMS) daily to report Children’s attendance and record absences and appointments. 
· Contact Parents/ Carers of any absent children and alert the Headteacher of any persistent absences or any absences causing concern.
· To support the termly enrolment of all children into the Nursery. 
· Create and update manual and computerised records through the school’s MIS system (SIMS), producing reports as required and administering end/start of year procedures according to school policy. Processing new starters and leavers, ensuring all group lists are up-to-date.

   Financial Support 

· Receive and check staff requisitions to ensure the required details are provided, including description, quantity, supplier, 
· Raise purchase orders on the school’s finance system (FMS) once the required authorisation has been confirmed, ensuring entries are accurate and complete.
· Place approved orders with suppliers and retain order confirmations and supporting documentation.
· Maintain records of orders placed, outstanding deliveries, order references and relevant correspondence.
· Check delivery notes and goods received against the purchase order, recording discrepancies or damaged or missing items and following these up with the supplier or relevant member of staff.
· Refer incomplete requests, orders outside delegated limits or requests without appropriate approval to the SBM before proceeding. Receive and log supplier invoices, checking that supplier details, invoice number, date, amounts and purchase order reference are present. 
· Match invoices to the approved purchase order and delivery note or confirmation that goods or services have been received.
· Query discrepancies with the relevant staff member or supplier and maintain a record of outstanding queries and actions taken.
· Enter or prepare invoice information on the school’s finance system, including coding and VAT information where trained, for checking and approval in accordance with school procedures.
· Ensure invoices and supporting documents are organised and available for the SBM or authorised budget holder to review and approve before payment.
· Create invoices for additional sessions and send to parents for payment.

Statistical returns

1. To ensure the completion of statistical returns:
(i) Local Authority/DFE returns/census 
(ii) Staff register
(iii) Pupil attendance / absence
(iv) Accident / Incident summary
(v) Under 5’s milk claim

General 
· Work constructively as part of the school team and contribute to the positive ethos and effective day-to-day operation of Reddish Vale Nursery School  
· Communicate clearly, courteously and professionally with children, parents, colleagues, suppliers and visitors.
· Organise workload, prioritise tasks and meet deadlines while responding appropriately to interruptions in a busy reception area.
· Undertake training relevant to the role.
· Handle and share personal data only for authorised purposes, using approved systems and secure methods, in accordance with UK GDPR, data protection requirements and school procedures.
· To be able to work under direction to meet agreed deadlines whilst using initiative and flexible working as required, referring any problems or difficulties to the School Business Manager.


Safeguarding
This Nursery is committed to safeguarding and promoting the welfare of children and expects all staff within this area to share this commitment and to understand the common skills and knowledge.
 
Diversity
Work inclusively, valuing equality and diversity in the workplace and in the provision of services. Proactively raise concerns about discriminatory practices.

Confidentiality
Respect confidentiality and ensure that all personal data is dealt with in accordance with the Data Protection Act.  

Working flexibly
This is not intended to be a comprehensive description of the duties of the post. The post holder may be required to undertake other related duties not referred to above. However, any changes to this role specifically will be made in conjunction with the post holder.

Good attendance/ punctuality 
Good attendance is essential in achieving the effective and efficient provision of quality services. All employees are expected to maintain the highest level of attendance/ punctuality. 

Professionalism
To maintain a professional attitude at all times.

Health & Safety
To comply with Health and Safety requirements including the completion of relevant risk assessments.
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