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Crossley Hall Primary School, Thornton Road, Fairweather Green, Bradford, West Yorkshire BD8 0HJ
	Telephone: (01274) 488703         Fax: (01274) 957817	

JOB DESCRIPTION – Administration Assistant

We are looking for an administration assistant.

The successful candidate(s) will have to meet the requirements of the person specification and will be subject to a DBS check. Only applications submitted on the school’s application form will be considered. We welcome applications regardless of age, gender, ethnicity or religion.


Crossley Hall is committed to the protection and safety of its pupils


Job Title/Post:  Administration Assistant

Salary: Band 4, SCP 11-12

Hours: Full and Part Time

[bookmark: _GoBack]Responsible to: Operational manager 






















OUTLINE JOB DESCRIPTION

PRIME OBJECTIVES OF THE POST:

To provide routine general clerical, administrative, financial support to the school.

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:

Assisting in the supervision of students on work experience, trainees and voluntary helpers with whom the postholder is working.

SUPERVISION AND GUIDANCE:

Under the direction/instruction of senior staff. 

RANGE OF DECISION MAKING:

To make decisions within established working practices and procedures.
The postholder will be expected to use good common sense and initiative in all matters relating to:
· the conduct and behaviour of individuals, groups of pupils and whole classes
· the correct use and care of materials by individual and small groups of pupils
· the safety, mobility (if required) and hygiene and well being of the pupils.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:

To maintain the confidential nature of information relating to the school and it’s pupils, parents and carers.
General responsibility for the care of all equipment and materials within the designated area of the school. 

CONTACTS:

Internal at all levels, Parents / Carers, Governors, Community Groups, Health, Social Services, Police, Local Education Authority, Education Bradford, Contractors, External Agencies.


RANGE OF DUTIES:

1.	ORGANISATION

1.1 	Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors
1.2	Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.
1.3 	Assisting with arrangements for visits by school nurse, photographer etc.

2.	ADMINISTRATION

2.1 	Provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms, sort and distribute mail
2.2	Maintain manual and computerised records/management information systems
2.3 	Undertake typing, word-processing and other IT based tasks
2.4 	Undertake routine administration e.g. registers/school meals
2.5	To be resonspible for booking of trips with other members of the admin team 
2.6 	To be responsible for parent pay with other members of the admin team
2.7	To prepare the celebration assembly 

3. 	RESOURCES

3.1	Operate office equipment e.g. photocopier, computer
3.2	Arrange orderly and secure storage of supplies
3.3	Undertake routine financial administration e.g. collect and record dinner money

4.	RESPONSIBILITIES

4.1	To be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
4.2	To be aware of and support difference and ensure equal opportunities for all.
4.3	To contribute to the overall ethos/work/aims of the school.
4.4	To appreciate and support the role of other professionals.
4.5	To attend and participate in relevant meetings as required. 
4.6	To participate in training and other learning activities and performance development as required.
4.7	To support, uphold and contribute to the development of the Council’s Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community
4.8	To support the office with admissions for nursery and main school 
4.9	To deal with new starters and leavers on the Arbor System 
5.0	To use iniative and take on processes and procedures independently
		


Headteacher: Mr M Thorp
Email: office@crossleyhall.com Website: www.crossleyhall.com
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