JOB DESCRIPTION

School Office Assistant
School:

Broadheath Primary

Post Held:

School Office Assistant
Salary Scale:

NJC & C Staff Band 2 pts 11-15
Hours:

           10 hours per week   39 weeks (Term time only)
PURPOSE OF ROLE;

To provide clerical and administrative support to the Headteacher, Office Manager and other school staff and to act as front of house for all visitors.

SPECIFIC RESPONSIBILITIES:

1. Provide general clerical support including clerical processes, word processing, IT based tasks requiring knowledge of various ICT packages including Parent Pay and SIMS.net, and operation of office equipment.
2. Maintain manual and computerised records and management information systems relating to pupils in SIMS.net systems (attendance, in-year transfers, reported results, annual pupil and staff census).

3. Assisting with the administrative procedures relating to admissions, pupil records and pupils with SEN (under the direction of the SENCO), and ensuring that all appropriate records are maintained and necessary returns are completed and submitted by set deadlines (to LA, DfE and other bodies).

4. Assisting with the administration and organisation of other school activities and events including school photographs, residential visits, annual school reports – including communication with parents, maintenance of records and liaising with external parties.

5. Weekly reporting to the Cook regarding dinner numbers for submission to the LA.
6. Deal with enquiries either by telephone, e-mail or face-to-face and sign in visitors.
7. First point of contact for sick pupils, liaise with parents / carers / staff.
8. Assist with arrangements for school visits and events.
9. Maintain stocks and supplies, selling and distributing as required, this includes responsibility for the stock of Reading bags and photocopier supplies.
10. Undertake general financial administration such as processing orders, collecting monies and undertake basic book keeping, such as for petty cash.
11. Provide administrative support for meetings and take notes at meetings.
12. Assist with the administration of school lettings and other uses of school, when required.

13. Administration of Nursery Admissions i.e. typing offer letters, collating replies from parents.
14. Assisting with Attendance: Daily register checks and first day calling check to parents of absent children. Sending weekly attendance reports to head.
15. Manage the recording of all Special Needs pupils, working with SEN Co-ordinator to maintain up to date records on SIMS.net.

16. Maintain up to date absence records for all staff and submit returns to local authority.

17. Responsible for the SIMS.net end of academic year procedures.

18. Responsible for the administrative procedures relating to admissions, pupil records and pupils with SEN (under the direction of the SENCO) to ensure that all appropriate records are maintained and necessary returns are completed and submitted by set deadlines (to LA, DfE and other bodies).

19. To liaise with the Local Authority regarding pupils transferring to/from other schools and to ensure all data for new pupils is captured in a timely manner, reflected on the SIMS.net system and communicated to management, class teachers and the SENCO where appropriate.

20. Prepare and submit termly pupil Census returns.

21. Produce customised reports from SIMS.net.
TO WHOM RESPONSIBLE:

School Business Manager.

This job description may be amended at any time after discussion with you, but in any case will be reviewed within one year.

