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JOB DESCRIPTION:  
                     Admin Assistant
September 2026

	Department
	EDUCATION
	Division  SCHOOLS

	Designation
of Post
	ADMINISTRATIVE OFFICER

	Grade              Post No.
Band D (36 hours)

	Responsible to:
	Headteacher / Mrs C Francis / Mrs J Mawdsley
	

	
	
	


Wirral Values
The values to which the Metropolitan Borough of Wirral is committed are as follows:-

· The purpose of the Council is to serve Wirral People
· Councillors and employees are accountable to the Wirral people
· Wirral Council will act with honesty, integrity and respect for the individual in its dealings with the public and its employees
· The Council is a partnership between councillors and employees
· The Council’s most important resource is its employee

In accordance with these values, the post holder will be required:
To have regard for the safety and well being of the pupil at all times and to follow procedures outlined in the school Safeguarding policy.

1. To assist with the management of administrative and technical support services, particularly the continuous cover of the school office and the telephone switchboard service. 

2. To assist with the provision of effective administrative support in relation to teaching, non-teaching staffing matters and liaison with parents.

3. To maintain the student record systems using Arbor and office filing systems.


4. Update and circulate medical information. Ensure medical tracker is up to date and information is given to club coaches

5. To arrange for appropriate documentation to be sent to a school where a child has transferred from Mersey Park and follow the regulations with regard to the transfer of pupil records. Request pupil records from previous school when a pupil enrols at Mersey Park Primary

6.  Manage the collection and monitoring of dinner money, trips and clubs on parent pay, including contacting parents/staff due to non-payment and reconcile meal numbers at the end of the week.  Assist with the raising of invoices if debt exceeds £50 

7. To produce the monthly newsletters for parents.

8. To type up minutes of meetings and distribute to relevant personnel. 





9. 

10. To provide secretarial services to the Senior Leadership Team







































9 Check meal payments and meal numbers, distributing dinner bands to classes,
    keeping meal number lists up to date.

10. Liaise with kitchen re pupil allergies and keep information updated ensuring red bands are accurately circulated

11. Processing orders, invoice and checking deliveries when directed by the Band F or Business Manager.  

12. Assist with the safe access to the building of contractors and service suppliers. Following             the necessary safeguarding and health and safety requirements.  

13. To support the Home School Liaison officer with the completion of CPOMS and typing minutes of any confidential meetings.

14. To fulfil the role of Clerk to the Governors, if required.

15.  To type minutes of meetings and distribute to relevant staff when required

16. Contacting the parents of sick children when authorised by a member of the          teaching   staff/ Midday Senior Supervisor

17. To give hospitality at meetings and to all visitors, when necessary


18. To carry out any other duties commensurate with the grading of the post, including cover for administrative colleagues, as may be decided by the Headteacher from time to time

19. Liaising between home and school concerning pupil welfare and exercising confidentiality in dealing with domestic situations as affecting the pupils in school.  Responding professionally to the changing needs of family life in relation to pupils’ well being in school

20. Collate, register and keep up to date all pupil allergy and dietary information.
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Signed____________________________(Admin Officer) Date___________

Signed____________________________(Headteacher) Date___________
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https://merseyparkwirralschuk.sharepoint.com/sites/AdminDrive/Shared Documents/General/Admin - Deleting in Jan/Office/STAFFING/job descriptions/JD 25.26/Band D LK.doc
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