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Job Description

Senior Administrative Assistant (Job Share)
Post Title:



Senior Administration Assistant
School:



Ringwood CE Infant School

Salary and Grade:


Grade C Point 1 £10,370 (FTE £24,405)
Contract/Hours:


Permanent 18 hours per week term time to be worked on 





Wednesday 12 – 4pm/Thursday 8 – 4pm/Friday 8 – 4pm
Role responsibilities:
Meet and greet parents, pupils and visitors to the school demonstrating care and courtesy to make everyone feel welcome, deal with enquiries, distribute post and other general administrative duties as appropriate to a school office.  Act as the first point of contact for the Headteacher, whether on the telephone or receiving visitors ensuring that the Headteacher is kept informed of all matters to which she may need to respond and to help prioritise such responses.

Provide a comprehensive and fully confidential support to the Headteacher and Deputy Headteacher; dealing with all matters with discretion and diplomacy. 
Working alongside Job Share Partner

Organise Supply cover for teacher absence, training and PPA.

To liaise with members of the Governing Body and distribute information as required

Manage Communications to Parents and other stakeholders i.e. via Arbor
Administration and reconciliation of lunch numbers using Tucasi, liaise with ABM Catering on daily lunch requirements, special diets and submit weekly returns. 
Collection and administration of other monies received, i.e. trip money, charitable collections.  
Organise school clubs and trips as requested.

Alongside the Admin Manager, assist in the efficient admission, transition and transfer of pupils in the school.  Provide information to prospective parents regarding admissions to the school, and liaise with Year Leaders.  Issue Penalty Notices to parents as required.
Maintain all pupil details and records using Arbor.  To include the production of the weekly register and recording of absences.
Manage the school website

Provide welfare for pupils including first aid, managing and administering medications.  First Aid training will be provided.
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