	GENESIS EDUCATION TRUST
JOB DESCRIPTION


· Job Title:

Admin Assistant
· Responsible to:
Senior Office Manager /Chief Operations Officer
· Hours:


36 hours – term time only

· Scale:


Scale 05

MAIN DUTIES AND RESPONSIBILITIES
· Assist at the reception desk, welcome visitors to the school, answer the telephone, take messages and communicate information to relevant staff.
·    Any changes in personal data of pupils/parents to be updated on SIMS system immediately ensuring that the data is kept up to date at all times

·   Produce reports relating to the absence and punctuality of all pupils in the school on a weekly basis.

·    Produce reports, lists and data as and when required for the Headteacher and SLT and ensure all documents are recorded accurately and stored on the office database.

·    Maintain strict confidentiality of all pupil data in accordance with the GDPR 

·    Organise school trips, send out letters, book tickets as directed by SLT.
·    Assisting with the arrangements for the School Journey including organising meeting for parents, arranging transport from and to the venue.  Arranging for parents to sign confidential data forms and completing medical forms

General
· Maintain computerised records/management information systems.

· Ensure pupil attendance is up to date and accurate, undertaking first-day calling for absent pupils

and liaising with Senior Office Manager regarding persistent absence
· Maintain the dinner registers ensuring that parents accounts are up to date

· Using ParentPay to load dinner monies and ensuring that all relevant backups are taken and end of year procedures adhered to

· Edit, print, distribute and display the weekly School Newsletter.
· Provide clerical and administrative support e.g. photocopying, filing, emailing and completion of routine forms, collating reports and school booklets.
· Provide hospitality for visitors and guests as necessary.
· Receive incoming telephone calls and dealing with enquiries as necessary.
· Liaise with parents/carers when After School Clubs have been cancelled or children have been left after school.
· Undertake any other task that might reasonably be required within the grade and overall functions of the post.

· RESOURCES
· Operate relevant equipment/ICT packages (e.g. Information Management Systems, Word, Excel, Internet, Outlook).
· Check and distribute stock deliveries as they arrive.
· RESPONSIBILITIES

· Be aware of and comply with policies relating to child protection, health safety and security, confidentiality and data protection, reporting all concerns to an appropriate person in a timely manner.

· Demonstrate through personal and professional example a commitment to equality of opportunity for all groups of staff, pupils and parents/carers and to challenge discrimination, racism, sexism and other forms of unjust behaviour.

· Deal with sensitive information and situations with tact and discretion.

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

· Participate in training and other performance development as required

N.B. These details comprise the main responsibilities of the post but they should not be assumed to be the complete list of duties. The appointed person will work as reasonable directed by the Senior Office Manager or Headteacher. 

	Person Specification
	Application
	Interview
	Test

	Experience 

	E1. Experience of working in an administration role 

D1. Experience of working within a local authority setting

D2. Experience of working within a school
	(
	(
	

	Knowledge

	D3. Demonstrated understanding of key tasks undertaken by a school office

	(

	(
	(

	· Skills and Abilities

	· E2.  Demonstrated interpersonal communication skills including the ability to deal with staff, visitors and children in an appropriate manner

· E3.  An ability to manage competing demands,   work methodically, think systematically and achieve targets. 
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