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Senior Admin Assistant Job Description.
Every Child, Every Day
Purpose:
· To ensure that the junior school office is welcoming, running smoothly and providing effective communication between all members of the school community.
· To ensure that, in the junior school, the administrative processes run smoothly and comply with legal and Hampshire expectations.
· To ensure that the school admissions system is followed and that pupils join and transfer smoothly.
· To keep pupils safe through leading on first aid.
· To support leaders to ensure that pupils are in school every day and on time.
Admin:
· To be the first point of contact for general enquiries.
· To ensure that parents are supported with the school application process and support Y3 with the induction process.
· To support staff and the Headteacher with general admin correspondence and enquiries.
· To support parents with their enquiries and build positive relationships with them.
· To ensure that school census returns are processed accurately and on time.
· To oversee the admin relating to staff. For example, e-mail addresses, CPOMS and lanyards.
· Ensure that visitors, volunteers and contractors are signed in and out. Lanyards given.
· Source good value for trips and coaches and support staff to book.
· To process the daily attendance registers and support leaders through providing data relating to attendance.
· To chase up any absences, passing any concerns to a DSL.
· To process school meal orders and any admin relating to the ordering of school meals.
· To maintain good lines of communication in the community through the newsletter, website and Facebook page.
· To process the admin relating to after school clubs.
Medical:
· To administer medicines to pupils taking care to follow the correct procedures and paper work.
· To ensure that medicines are stored correctly and information is passed to parents as required.
· To oversee the stock in the first aid room.
Policies and Procedures:
· Comply with all policies.
· To ensure that all pupils are kept safe through following the federation policies and procedures relating to child protection and safeguarding.
· To assist Leaders in the event of an emergency, following the Fire and emergency plans as required.
Other:
· To support with the daily and wider life of the school. For example, attending trips.
· To support at the infant office as required.
· Other duties as delegated by School Leaders.
· [bookmark: _GoBack]Accountable to the Headteacher.
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