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Otterbourne Church of England Primary School

Job Description




Post Title:		Admin/Senior Admin Assistant
Responsible to:	Business Manager
Hours:	To be discussed  
Grade:			B or C depending on experience
Job purpose:	To provide Administrative and Financial support to meet the needs of the school.

Provide effective customer service by:
· Answering the telephone, receiving visitors to the School and responding to routine enquiries.
· Sharing with the school office team responsibilities for the welfare of children as required

To manage and provide a comprehensive support service in respect of Health and Safety by undertaking such tasks as:
· Supporting the provision, recording and appropriateness of welfare support and first aid.
· Maintaining up-to-date risk assessments.   

To support school systems in respect of administration, finance and personnel by undertaking such tasks as:

· Initiating DBS clearance for staff, Governors and volunteers (as appropriate) and maintaining an accurate record of DBS checks on the school’s Single Central Record.
· Creating and processing routine correspondence.
· Ensuring the school office is continuously staffed during each operational day.

To ensure the appropriate and timely application of the school’s financial systems consistent with Hampshire County Council requirements and specifically to:
· Input and extract staff/pupil information using manual and computer-based systems including medical information (Arbor, SAP)
· Process procurements, raise orders and payments, ensuring best value and maintain appropriate requisitioning procedures.
· Undertake the collection, receipting, banking and secure handling and storage of all income, consistent with Hampshire County Council’s recommendations.
· Prepare invoices and collection of payments.
· Contribute to the maintenance of inventories, loans of equipment and private use of facilities records.
· Operate bank accounts ensuring reconciliations are carried out.

Support the management of information by undertaking such tasks as:
· Creating and maintaining school club registers
· Organising paperwork (to include bookings for transport & venue) for school visits at the request of the Business Manager.
· Contributing to the updating and organising of the school prospectus and other school documents.
· Participating in the school’s emergency team.
· Drafting and word processing correspondence, notes etc. at the request of the Business Manager or Headteacher
· Completing returns to the Local Authority etc.
· Maintaining the office records (filing system etc.).
· Liaising with outside agencies.
· Ensuring maintenance of pupil records.
· Advising the Headteacher on the ICT requirements and related training needs in order for administration purposes to be met.


To provide support in respect of the appropriate use of premises and the appropriateness of supplies by undertaking such tasks as:
· Checking and recording deliveries of supplies to the School and maintaining the School's inventory of equipment.
· Administering arrangements for the care and maintenance of premises and equipment (by placing orders etc.).
· Obtaining, if required, quotations for the hire of vehicles for off-site activities and comparison quotations for planned expenditure.
· Compliance with relevant Health & Safety requirements and regulations. 

Such other duties as may be reasonably required at the discretion of the Headteacher.
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