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WOKINGHAM BOROUGH COUNCIL

JOB DESCRIPTION 

	Job Title: 
	Admin Assistant
	Job Ref: Sch 104
	

	School:
	Whiteknights Primary
	Salary: £22,183 FTE (£19,446 pro-rata)
	

	Reports To:
	School Business Manager
	
	

	Grade:
	5, spinal point 12-17
	
	 £XXXX to XXXX per annum 

	Employment Status: 

Permanent
	

	Hours of Work: 

Full time – 37 hours per week (TTO + 9 days);
The position is term time plus INSETs and 4 additional days to be worked in the summer holidays.

	

	Job Purpose
· To act as a professional and helpful first point of contact for visitors, parents and staff;
· To provide full reception/ general administration support to the school and assist with resolving enquiries;
· To provide admin support to the SLT as required;

· To oversee the medical processes and procedures across the school and hold a first aid qualification.

	Departmental/Team Purpose: 

The purpose of the school is to meet the educational needs of children and young people within the local community. 

	Organisation Chart: 

	Safeguarding Statement 

We take our safeguarding responsibilities very seriously and we work hard to ensure that our school has effective safeguarding systems in place.  We expect everyone working in the school to share a common objective to help keep children and young people safe by contributing to:

· Providing a safe environment for children and young people to learn in;

· Identifying children and young people who are likely to suffer significant harm and taking appropriate action with the aim of making sure that they kept safe both at home and in the education setting.


	Scope
	

	
	

	Financial Accountabilities
	NONE

	Budgets directly controlled (please state if this has been delegated to the post-holder)
	

	Budgets monitored on day-to-day basis:

	

	
	

	Staff Responsibilities
	NONE

	Number of employees managed/supervised:
	

	Number of FTE (Full Time Equivalents) employees managed/supervised:
	

	
	

	Management of Physical Assets
	NONE

	Nature of physical assets directly controlled:
	

	Details of service contracts managed:


	

	Summary of Main Contacts
· Parents;
· Teachers;
· Governors;
· Other school staff;
· WPCA (school PTA);
· Other professionals;
· Pupils;
· LA.


	Main Tasks/Accountabilities 



	1. Act as school receptionist answering the phone and entry system. Attending to visitors and contractors in a professional and helpful manner. 

	2. Ensure that the visitor signing-in procedure is consistently followed (DBS/ H&S requirements).

	3. Administer Tucasi, the system for dinner money, and support parents with online payments as required. Liaise with kitchen staff regarding lunch arrangements/payments/weekly reports.

	4. Manage the trip booking process across the school including the administration of Tucasi, letters, bookings, consents and other requirements (lunch, medical).  Ensure that staff are provided with medical and contact information for each trip/event and that this returned and shredded at the end of the event.

	5. Provide admin support to the Sports Coach, teaching staff and SLT as required.

	6. Manage the admin e-mail address.  Prioritise and forward communications as deemed necessary.

	7. Manage late arrivals, attendance and late pick-ups.  Liaise with staff and parents as required.

	8. Assist with pupil intake and leaver administration, for the school and the nursery, including the creation of new starter packs, maintenance of the SIMS database and processing of CTF’s.  Assist with the information requirements for the census returns.

	9. File documents in pupil records as required.  Organise the transfer of pupil files to other schools when required.

	10. Assist with pupil first aid/welfare duties and liaise with parents/guardians/carers/staff.  Hold three day first aid qualification.  Manage the medical process across the school for staff and pupils.

	11. Assist with GDPR practices and procedures and advise other staff as appropriate.

	12. Assist with daily registers and absence monitoring as required.

	13. Assist with typing, photo copying and other IT based tasks.

	14. Manage the SIMS Parent App and assist with parent queries.  Ensure parents are reminded to update their information at least once a year.  Ensure new starters are registered.

	15. Sort and distribute all post and deliveries.

	16. Co-ordinate and administer the Cool Milk and Fruit schemes.

	17. Co-ordinate the distribution of all letters and other communication (text, e-mail, newsletter) to parents.  Co-ordinate and collect ICT acceptable use agreements from parents, pupils and staff.  Administer parent requests for leave and medical appointments.

	18. Liaise with the school nurse in respect of immunisations and other health checks as required.

	19. To work with the wider school team to effectively market the school.

	20. Manage the process for school photographs.

	21. Manage the electronic diary and room booking processes.

	22. Assist the WPCA with the administration of events run to raise funds for the school.

	23. Work effectively as part of a team with finance and other admin staff to meet deadlines/ internal requirements.

	24. To attend safeguarding and other training relevant to the role.

	25. Any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the postholder.


PERSON SPECIFICATION

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

	Knowledge/Qualifications: 
· Good working knowledge of Word, Outlook and Excel;

· First aid qualification (desirable but not essential);
· Knowledge of SIMS and Tucasi packages (desirable but not essential).


	Skills/Abilities: 
· Awareness of the importance of safeguarding, confidentiality and data protection;

· Excellent  communication skills;
· Excellent telephone manner;
· Good organisational skills – able to prioritise workload;
· Able to use your initiative;

· Able to work quickly and accurately to meet deadlines;
· Able to identify customers’ needs quickly and deal effectively with enquiries;
· Tact, diplomacy, and sensitivity.


	Experience: 
· At least one year experience working in a school or busy office setting;
· Word processing experience;
· Experience of working in a customer-facing role;

· Experience of working independently and in a team.
 

	Personal Qualities: 
· A positive ‘can do’ attitude;

· A good sense of humour;

· Resilience;

· Conscientious and hard-working;

· Ability to work flexibly and co-operatively with others;
· A sense of responsibility;
· Integrity;
· A willingness to learn new skills;
· Able to support the school in achieving its vision. 
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