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	NEW BRIGHTON PRIMARY SCHOOL
Administration Assistant
Job Description



	Post
	Administration Assistant

	Grade
	Wirral Band B (SCP 3)

	Hours
	35 hours per week, Monday-Friday, 8:30am-4:30pm (1 hour unpaid lunch)

	Contract
	Term-time only - 38 weeks per year

	Responsible to
	School Business Manager / Headteacher / designated member of the Senior Leadership Team



Job purpose
· To provide efficient, professional administrative support to the school, including word processing, photocopying, filing, scanning, email correspondence and completion of routine forms and letters.
· To support the Headteacher, Senior Leadership Team and wider school staff in the smooth day-to-day operation of the school office.
· To maintain an excellent working knowledge of school office procedures and ensure administrative duties and deadlines are completed accurately and on time.
· To act as a welcoming and professional first point of contact for pupils, parents and carers, visitors, contractors and other professionals.
· To maintain and update manual and electronic records and management information systems accurately and confidentially.
Main duties and responsibilities
Reception and communication
· Undertake reception duties, responding appropriately to telephone, email and face-to-face enquiries and ensuring visitors are welcomed, signed in and directed safely.
· Take and relay messages, filter telephone calls and deal with routine enquiries from pupils, parents and carers, staff and external professionals.
· Open, sort and distribute incoming post and deliveries and prepare outgoing post as required.
· Use effective systems to communicate information to pupils, staff, parents and carers, governors and other stakeholders.
· Support the production and updating of school publications, publicity materials and website content, helping to promote a positive image of the school.
Pupil administration and welfare
· Maintain pupil records, both electronically and manually, ensuring information is accurate, current, secure and treated confidentially.
· Provide a first point of contact for pupils who are unwell or require assistance, liaising with parents, carers and staff and maintaining appropriate records.
· Administer medicines to pupils in accordance with school policy and agreed procedures.
· Contact parents or carers when pupils need to go home and support pupils whose parents or carers are late collecting them, following school procedures.
· Support the smooth administration of admissions and in-year transfers and follow relevant Children Missing Education procedures.
Attendance
· Assist with the daily tracking of pupil attendance, including first-day calling and following up unexplained absence in line with school procedures.
· Maintain accurate and up-to-date attendance records and produce statistical information and reports, including analysis of trends for different pupil groups.
· Support the Senior Leadership Team in promoting good attendance and punctuality and liaise with the local authority and external agencies as required.
· Communicate clearly and professionally with parents and carers about the importance of regular attendance and punctuality and their legal responsibilities.
· Contribute to whole-school strategies and administrative systems designed to improve attendance.
General administration
· Provide secretarial and administrative support to the Headteacher, Senior Leadership Team and other staff, including typing, diary management, filing and general office duties.
· Assist with arrangements for school visits, trips, meetings and events, including relevant correspondence, documentation, costing and pupil administration.
· Take accurate minutes or notes at meetings when required.
· Support the administration of school reports and parent activities and events.
· Collect and process monies relating to school meals, trips and other school activities in accordance with school procedures.
· Undertake photocopying, scanning, shredding and other routine administrative tasks as required.
· Monitor office consumables and photocopier/printer supplies and arrange replenishment or report faults as necessary.
· Provide refreshments for meetings when required and support other administration staff during periods of absence or peak workload.
· Carry out any other duties reasonably required by the Headteacher that are commensurate with the grade and nature of the post.
Safeguarding, confidentiality and data protection
· Follow the school's safeguarding and child protection policies and procedures at all times and contribute to the safeguarding and welfare of all pupils.
· Handle confidential and sensitive information appropriately, maintaining the highest standards of discretion and professional conduct.
· Comply with data protection requirements and school procedures when accessing, recording, storing or sharing information.
· Immediately report safeguarding, welfare, data or confidentiality concerns to the appropriate member of staff.
General
This job description sets out the main duties and responsibilities of the post. It is not an exhaustive list and may be reviewed and amended, following consultation with the post holder, to reflect the changing needs of the school.
	Post holder signature: ________________________
	Date: __________________

	Headteacher signature: _________________________
	Date: __________________
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