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St Mary’s Catholic Primary School
Job Description: School Admin Assistant 
St Mary’s Catholic Primary School is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job details
Salary: Gr2 £18,887 - £20,852 pro-rata (actual salary £5,429 - £5,994)

Hours: 12 hours per week
Contract type: Part-time, Term Time Only, Permanent
Main purpose
Under the instruction/guidance of a line manager provide general administrative and financial support to the school. 

Duties and responsibilities
Organisation 
· Undertake reception duties; answering telephone, face to face enquiries, liaising with relevant staff, outside agencies and parents, dealing with visitors etc.

Administration 
· Provide general clerical/administrative support e.g. photocopying, filing, scanning, complete standard forms, respond to routine correspondence 

· Maintain manual and computerised records/management information systems, input new data as necessary.  Proactively perform housekeeping of SIMs

· Produce lists/information/data as required e.g. pupil data
· Undertake administration relating to pupil attendance
· Undertake typing and word-processing and other IT based tasks

· Sort and distribute mail

· Undertake administrative procedures (e.g. processing of orders, creation of payment requests on School Gateway)
Resources
· Operate relevant equipment/ICT packages (e.g. word, excel, databases, Internet)

· Maintain stock and supplies, cataloguing and distributing as required

· Provide general advice and guidance to staff, pupils and others

· Undertake general financial administration e.g. processing orders, recording deliveries
Responsibilites
· 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
· Ensure all tasks are carried out with due regard to Health and Safety

· Where appropriate provide supervision for other staff carrying out routine administrative tasks

· 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 other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development/management as required

Other areas of responsibility 

· Any other duties as commensurate within the grade in order to ensure the smooth running of the school.
Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to carry out other duties appropriate to the level of the role, as directed by the Headteacher or line manager.

Person specification

	criteria
	Essential
	desirable

	Faith commitment
	· Commitment to working within the practices of the Catholic Faith
	

	Qualifications 
and training
	· GCSE or equivalent level, including at least a Grade 4 (previously Grade C) in English and Maths 


	

	Experience
	· Experience in a general administration environment.
· Experience of using Microsoft Word and Excel software
· Experience of using database applications

· Experience of reception work 


	· Experience in a school office environment
· Experience of using school IT applications

	Skills and knowledge
	· Good literacy and numeracy skills 

· Good organisational skills 

· Ability to communicate effectively and accurately both verbally and in writing
· Ability to communicate in a clear and concise manner both on the telephone and face to face
· Ability to write clear letters and reports

· Ability to complete work to the required standards of accuracy and presentation 
· Ability to develop and maintain effective working relationships with a wide range of people and 

· Ability to work as part of a team and to be flexible in their approach to daily routines
· Ability to work on own initiative with minimum supervision 

· Knowledge of standard office procedures 

· Knowledge of standard office equipment

	· Experience of working in a setting subject to Health & Safety, Child Welfare & Protection regulations, Data Protection/GDPR
· Current first aid certificate


	Training
	· Willing to undertake job related training
	


Notes:
This job description may be amended at any time in consultation with the postholder. 
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