Pupils Admin Assistant — Job Description

Job Title Pupils Admin Assistant

Grade Band 4

Reports to Business Manager & Headteacher
Liaison with All staff, External Contractors, Parents

Job Purpose

To provide an effective and efficient pupils clerical support to the
school.

Duties Pupils

e Dealing with all absence emails and telephone calls

¢ Monitor attendance

e Assist with holiday requests, penalty notices, appeals etc.

e Admissions — Responsible for all school admissions.

e Complete and monitor the nursery funding & FMS eligibility for
pupils

o Responsible for cool milk

Administrative

e To support the office team as a point of contact for both
telephone and face to face enquiries and take messages
where appropriate

e To compile the school registers for breakfast and after school
club

e Receive and check volunteer forms

¢ Update and add/remove new pupils/staff to marvellous me and
other subscriptions

e Allocate children to teams on sims & marvellous me

e To undertake general clerical support as required

e To ensure school security arrangements are always
complied with, ensuring all visitors use the signing in
computer

e To accept and sign for deliveries as appropriate

Welfare

e To administer first aid to pupils as required, in keeping with the
school’s policy.

e To liaise with parents regarding pupil sickness/injury

e To assist with the general welfare of pupils

General e To participate in the performance and development review

process, taking personal responsibility for identification of learning,
development and training opportunities in discussion with line
manager.

o To comply with individual responsibilities, in accordance with the
role, for health & safety in the workplace

e Ensure that all duties and services provided are in accordance
with the School’s Equal Opportunities Policy

o The Governing Body is committed to safeguarding and promoting
the welfare of children and young people and expects all staff and
volunteers to share in this commitment

e The duties above are neither exclusive nor exhaustive and the
post holder may be required by the Headteacher to carry out
appropriate duties within the context of the job, skills and grade




