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Administration Assistant
Job Description


Work Location: Bartley C of E Junior School, Winsor Road, Southampton, SO40 2HR 

Reports To: Senior Administration, School Business Manager and Headteacher

Job Purpose:  

1. The Administration Assistant is responsible for implementing a comprehensive range of administration systems and procedures to meet school requirements 

2. The Administration Assistant is responsible for providing all aspects of administration and reception roles 
  
3. The Administration Assistant is responsible for promoting the mental and physical welfare of pupils 



General Duties 

Main duties and responsibilities are indicated here. Other duties of an appropriate level nature will also be required 



Reception and Administration roles: 

1. Answering telephone calls and dealing with all enquires in a friendly and professional manner 

2. Front of house meeting and greeting visitors, contractors and staff. Ensuring that all visitors are signed in, in-line with safeguarding procedures 

3. Be responsible for the schools stationary supplies and the school stationary shop. Ordering supplies and replenishing stock 

4. Be responsible for attendance and reporting attendance statistics and information to the Headteacher. Issuing fixed penalty notices and communicating with parents / carers 

5. Day to day administration tasks including, sending communications, retrieving reports, stock control, general requests, using emails and IT applications and relevant school systems 


Lunch Duties:

1. Playtime supervision


Promoting the mental and physical welfare of the pupils: 

1. Caring for sick or injured pupils, administering first aid for minor injuries and sickness 

2. Be responsible for communicating with parents / carers regarding pupil’s long and short time sickness requirements and undertaking the necessary treatment and administering medication with the written consent of the parents / carers 

3. Undertake individual medical risk assessments for pupils  

4. Be responsible for keeping school medical records up to date and communicating these to relevant staff 

5. Be responsible for replenishing first aid stock items and carrying out regular audits 

6. Be responsible for all Health Care Plans in school 

7. Comforting pupils in times of distress, injury and difficulty. Reporting any concerns to the relevant staff




Key Organisational Objectives: 

The post holder will contribute to the school’s objectives in service delivery by: 

· Enactment of Health and Safety requirements and initiatives as appropriate 

· Safeguarding the welfare of pupils 

· Operating within the schools Equal Opportunities framework 

· Acknowledging Customer Care and Quality Initiatives 

· Commitment and contribution to improving standards for pupils within the school as appropriate. 

· Contributing to the maintenance of a caring and stimulating environment for pupils 


Special conditions 

· The post holder may be required to work outside of normal school hours on occasion with due notice. 

· The post holder will be subject to an Enhanced DBS check and referencing 
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