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Administration Officer
Job Description (Grade 5)
TASKS

1. Undertake reception duties, answering routine telephone calls and face-to-face enquiries, signing in visitors and contractors.

2. Provide routine clerical support as required eg. Check and respond to general email enquiries.

3. Be responsible for the circulation of post, photocopying, filing, scanning and shredding.

4. Be responsible for completing electronic forms including producing routine letters and circulating through the Parentmail system or by hand through pupil post.  This will include the creation of Google Forms for Parentmail communication.
5. Undertake and maintain records for routine administration and financial administration eg. Attendance records and reports on Integris, dinner money by using the Parentmail pay system, including keeping the dinner register on Parentmail and to produce accurate dinner numbers for the kitchen, daily.

6. Maintain manual and computerised records/management information systems eg. RM Integris pupil data and routine finance records including the recording and the maintenance of school income records.

7. Be responsible for processing SAP orders, accepting deliveries and routine payment of invoices on SAP including recording and the maintenance of school income records.
8. Be responsible for managing outside agencies visiting school ie. NHS for child vaccinations and health monitoring visits.  

9. Being responsible for the school photographs and arranging visits to the school for them to be taken.  
10. Follow Internal Financial Procedures as appropriate.

11. Undertake any routine administration as required by the Governing Body.

12. Assist with pupil First Aid/Welfare duties, looking after sick pupils, liaising with parents and staff etc.  First Aid training will be provided and will be required to be undertaken as part of the role.

13. To be the named person to administer medication under the “Administering Medicines Policy”.

14. Be aware of and comply with policies and procedures relating to Safeguarding of children, health, safety and security, confidentiality and Data Protection, reporting all concerns to the appropriate person.

15. Be aware of and support differences and ensure all pupils have equal access to opportunities to learn and develop.

16. Contribute to the overall ethos/work/aims of our Church of England School.

17. Appreciate and support the role of other professionals.

18. Attend and participate in relevant meetings as required.

19. To participate in training and other learning activities which will sometimes be “off-site” and beyond normal working hours including performance development as required.

 tel: 01608 642673   email: office.3858@st-marys-chipping.oxon.sch.uk
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