Job description

	Job title: School Administrative Assistant – Level 2
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	1 Job purpose: The post holder will, under the instruction / guidance of senior staff, provide general administrative / secretarial / financial support to the school.

The post holder will be expected to use the Council’s standard computer hardware and software packages where appropriate.

	

	2 Principal duties and responsibilities:

	1. Responsibility for maintenance and ordering of supplies and equipment, including distribution and secure storage of the same and assisting with stocktaking and cataloguing.
2. Provide clerical support including word processing and other IT based tasks, photocopying, reprographics, filing, faxing, emailing and minute / note-taking, sorting and distribution of mail.
3. Collation and maintenance of pupil details both manual and computerised.

4. Undertake general financial administration e.g.

· Processing of orders / requisitions and invoices.
· Ensure collection and recording of monies from pupils and parents.

· Operate sale of goods within school.

· Ensure balancing etc. of school monies and provision of statistical information.

· Maintenance of the Petty Cash Account, including postage.

· Processing School Fund income as necessary.
5. Operate and maintain relevant equipment and ICT software packages (e.g. Word, Excel, databases, spreadsheets, and internet)
6. Undertake administrative procedures, e.g. production of lists / information / data as required, response to routine correspondence.

7. Administration and arrangements of supply cover for absent staff, under the direction of senior staff.

8. Completion of staffing returns and responding to routine related queries.

9. Administration of work experience & assistance with arrangements for school trips.

10. Administration of public and internal examinations and producing analysis of results.

11. Administration and analysis of attendance data and investigating pupil absence.
12. Provision of a reception / switchboard service.

13. Liaison with the School Health Service / pupils / staff or parents in relation to pupil welfare.

14. Ensuring security procedures and maintenance of School Office Computer Systems, including computer backup and virus checks etc.

15. Undertaking any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	

	

	6 Post holder’s immediate supervisor: 

	

	Prepared by/author: Single Status Team 

Date: 4 September 2013


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:
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	Job title: School Administrative Assistant – Level 2
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Job Evaluation ID: JE1000003358
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	Experience
	General office or similar experience.
Experience of working in financial / cash handling role.
	
	
	
	
	

	Skills
	Ability to carry out both routine and more difficult financial calculations e.g. adding up a balance sheet and paying invoices etc.
Ability to requisition goods and pay invoices.

Data input

Accuracy

Record-keeping
Ability to relate to all sections of the community; both adults and children.  

Keyboard / computer skills.
Good literacy / numeracy skills.

Ability to work as part of a team.


	
	
	
	
	

	Knowledge
	Knowledge of software packages used for:
· Word processing e.g. Word
· Spreadsheets e.g. Excel
· Databases e.g. Access
· Email & Internet e.g. Outlook & Internet Explorer

	
	
	
	
	

	Work to promote mutual respect and good relations
	Awareness, understanding and commitment to the pursuit of equality of opportunity, anti-racism and in terms of service delivery and employment practice.

Awareness of the needs of schools in a multi-cultural environment.
Commitment to the school’s equal opportunity policies.
	
	
	
	
	

	Work Related Circumstances


	Be aware of and comply with policies and procedures relating to finance and financial regulations, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure equal opportunities for all.

Contribute to the overall ethos / work / aims of the school.

Appreciate and support the role of the other professionals.

Attend and participate in relevant meetings as appropriate.

Participate in training and other learning activities and performance development as required.

Be willing to undertake further training as necessary, in order to enhance service delivery.

Willing to follow the City Council’s no smoking policy.


	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Single Status Team 

Date: 4 September 2013

















