Greenside School Administrative Assistant Post 

Job Description 

Line Manager: 		School Leadership Team
Hours:			ideally 8-4 hrs a school day (190 days a year, term time)
Pay:			H3/H4 (pro – rata) 

Role:	To ensure the smooth running of the schools administration. 

The school's Administrative Assistants work as a team, covering each other’s duties as and when required. 
The aim, though, is for each team member to have a specialism and focus to their role. This allows for 
additional training and expertise development. 

Main areas of Responsibility:-
1. Reception 
Ensure that all visitors and callers to the school are made to feel welcome and valued.
Visitors (including contractors)…
a. initially receive a copy of our safeguarding leaflet. 
b. are given a red lanyard if not DBS checked, or a green lanyard if DBS checked. 
c. Sign in and out of school using our system
d. Ensure that anyone with a red lanyard is accompanied around school.
e. Answering the phone and relaying messages
f. Arranging clinics. Communicating with NHS and supporting with vaccination admin
g. Upload dates into the diary, to include booking rooms for meetings.
h. Receive and distribute goods.
i. Support home / school transport arrangements. 
 
2. Learner registration and attendance 
· Arbor attendance each morning and contact parents re any unauthorised absence. 
· Following our attendance procedures for admin
· Attendance reports

3. Administrative duties 
· Upload dinner numbers for the kitchen from Arbor every day.
· Making phone calls to parents and other professionals
· Manage admin email, personal email and the absence emails.
· Update class lists, and telephone lists.
· File new learners / staff including pecuniary interests and data collection sheets.
· Upload the arrangements for transport for respite.
· Prepare letters for parents, staff and students. 
· Oversee incoming and outgoing post.
· Oversee office resources / postage / stationery.
· Ensure that the reception area is presented well.
· Co-ordinate home / school transport arrangements  
· Book courses for staff. 
· Manage Arbor–updating closure days, student records, student/parent updates.
· All Data collection
· Organise of School 
· Co-ordinate arrangements for new learners LRS- Obtaining ULN numbers.
· Update dietary requirements on Arbor
· Preparing and maintaining new parent packs.
· Support Finance is ordering

4. Education Health Care Plans (EHCP) 
Support Office in…
· EHCP Review planning and co-ordination. Information point. 
· Follow EHCP Admin process
· Ensure records are available for EHCP reviews.
· Reminder to be sent to parents 2 weeks before the review.

5. Staffing
Support Office in…
· Payroll and pay related imports.
· School workforce census
· Nominal Role
· Safe staffing records
· Medical checks
· OHU referrals
· Referrals to HSE/RIDDOR
· Maintain/update personnel records.
· Maintain safeguarding list of contractors
· Admin associated with performance increments and annual increments. 
· Identifying staff absence patterns and monitoring and recording Trigger Points.
· Monitoring overtime
· Sickness insurance if necessary
· Maintain full staff training record.
· Starter and leaver documentation and maintenance of new starter records for Lanyards/Hep B etc.
· Maintain a fixed term database.
· Teach in Herts and Recruitment
· Advice on Pay, Pension and unions and maintaining associated records.
· Single Central Record ( H.R. input)

