



POPE PAUL CATHOLIC PRIMARY SCHOOL      

Headteacher Mrs E Heymoz 

Baker Street, Potters Bar, Hertfordshire EN6 2ES Telephone: 01707 659755
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Website: www.popepaul.herts.sch.uk

Office Administration Assistant Job Description


Pay Grade: H2   16 hours per week
 Mondays-Thursdays  8.30am -10.30am    Fridays 8.30am – 3.30pm  
Purpose of the Role: To provide general administration support to the School under the direction of the Office Manager.
Responsibilities:
· [bookmark: _GoBack]Undertake office reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors
· Open, sort and distribute incoming mail and post outgoing mail
· Assist with arrangements for visits, for example by school nurse, photographer
· Arrange orderly and secure storage of supplies.
· Occasionally handle cash e.g. for school visits, dinner money
· Check incoming stock deliveries and arrange for distribution and storage 
· Record school dinner information/attendance information on school information management system ( SIMS)
· Any  other reasonable daily task.


	Knowledge 
NVQ level 2 (or equivalent)
Level 1 Safeguarding 
Understanding of the Schools ethos and values 
	Competencies 
Organisation 
Communication ( verbal)
Listening 
Detail Handling
Team working 




This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the DBS as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

This role will be reviewed annually as part of the PMD process.  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.	




‘Learning in the Light of Christ’
[image: UHPartnershipLogo]
[image: Healthy School Logo][image: C:\Users\Michelle\Downloads\Silver 2017.jpg][image: ][image: we_are_ftschool_new[1].JPG]
image1.png









image2.png
l l University of working in partnership to promote
Hertfordshire excellence in teacher education




image3.png
Healthy




image4.jpeg
‘\g
I PRIMARY SCIENCE
QUALITY MARK ®

Valid 2017-2020

SILVER AWARD




image5.jpeg
Paralympic Games

Living the Olympic
and Paralympic Values




image6.jpeg
WE ARE A ...
FAIRTRADE

SCHOOL ®





