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THORLEY HILL PRIMARY SCHOOL

Job Title:
Office Assistant
Grade:
H2

Date:

July 2025
PURPOSE OF JOB
To provide routine clerical and administrative support to the school. 
MAIN AREAS OF RESPONSIBILITY

Census

· To complete and return all census data

Human Resources
Under the direction of the office manager 

· Create new contracts, amend contracts, terminate contracts

· Maintain student files and contact lists

· Maintain staff contact list

· Ensure DBS checks are carried out for all staff and volunteers.  Maintain records

· Check and ensure staff QTS is in place

· Check occupational health checks are in place for all new staff

General

· To be competent in the use of Word, Excel and to have a working knowledge of Arbor or be willing to learn.

· Undertake reception duties including response to telephone and personal enquiries.

· Operate school meals system including the recording of meal numbers and notifying the cook

· Assist with pupil welfare matters, including contacting parents and staff and responding to first aid needs
· Carry out general administration duties as required

· Recording of accidents and completion of required forms
· Liaise with outside agencies such as the School Nurse, audiology department etc

· Carry out any other general duties as required

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.








CONTACTS
The jobholder works with all members of staff in the school and has frequent contact with parents and visitors.

ORGANISATION CHART

Headteacher (or Deputy Headteacher in absence of Headteacher)


Office Manager


             Office Assistant

SUPERVISION
· Follows instructions or set routines. 

· Decisions relate to own daily workload. 

· The post holder will have no supervision responsibilities of other staff.

· May demonstrate administrative duties to new or less experienced staff.

JOB CONTEXT
The jobholder is one of a team of administrative staff that provide reception and support services to the school. The work is varied and has daily, weekly, monthly and termly and yearly routines.

KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of clerical and administrative work.

· Good numeracy and literacy skills.

· Ability to use standard office software.

· Ability to work in a team.

· Understanding of the needs of children

· Basic knowledge of first aid.
· Willingness to undertake training as appropriate

PROBLEMS AND DECISIONS
· First point of contact dealing with difficult visitors/parents. Problems are normally routine requiring straightforward solutions; more difficult problems are referred to others. 

· Concentration for undertaking administrative tasks. 

· Exposure to emotionally demanding situations is infrequent.

· Contact with pupils, parents and carers and outside agencies entering the office and will assist with the welfare and care of sick pupils.
EQUALITIES
Be aware of and support difference and ensure that the school’s equalities and diversity policies are followed.

HEALTH AND SAFETY
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.

ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the schools’ policies and practices.

