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Job Description – Office Assistant
Salary Scale:

H3
Accountability:
You are responsible to the Headteacher and Governing Body.

Your line manager is the Office Manager.
Hours:


20 hours per week
                                 
Flexible days and hours to suit 

Core Areas of Responsibility:

· Undertake reception duties including response to telephone and personal enquiries
· Provide clerical support, this is to include photocopying, filing and email

· Maintain manual and computerised records

· To keep attendance records up to date weekly 

· Carry out routine financial and administrative tasks, including receipt of childcare vouchers and other income 
· Keep all financial and admin records up to date

· Order milk in advance and as required e.g. making amendments to order when new arrivals start

· Liaising with Herts Catering re: new menus and special dietary requirements 
· To keep the school inventory up to date

· Keep the website up to date

· Manage the school fund using RM Finance

Other Activities (shared with other members of office team):

· To welcome parents, families and visitors to the school; ensuring signing in with appropriate identification as required

· To liaise with external agencies as required

· Manage emails, post and telephone communications each day

· Signing pupils in and out of the building

· Ordering and Sorting stock/deliveries

· Ensure good school/home communications are maintained e.g. distribution of letters, school communication system (School Gateway)
· Maintain data on school IT systems

· To follow school procedures in all activities 

· To maintain confidentiality and follow GDPR regulations
· Hold an up to date first aid qualification and assist with pupil welfare matters including contacting parents and staff
Communication with:

· All staff within school

· Parents, children and families

· External professionals

· Sales representatives 

· Community representatives

· Visitors to school

Job Entitlements:

· Training necessary to suit personal development needs and the needs of the school

· Annual Performance Management review conducted by the Office Manager and an annual review of your Job Description
