BERKLEY C of E FIRST SCHOOL 

JOB DESCRIPTION: ADMINISTRATIVE ASSISTANT 
RESPONSIBLE TO:  School Business Manager
PURPOSE OF JOB: To support the School Business Manager with the smooth-running of the school office. To provide support services for the organisation of resources and administrative duties.  To be aware of health and safety, safeguarding, e-safety, confidentiality and data protection, reporting all concerns to an appropriate person. 
Your duties will be set out in the below job description but please note that the school reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.

General office administration:

· meet and greet all visitors to the school
· answer and direct all incoming phone calls 

· process and distribute incoming post 

· carry out general admin duties e.g. photocopying, letters etc
· maintain the general email account, responding to queries / directing enquiries as required 

· ensure registers are completed correctly 

· assist in the upkeep of contact records, including student and staff contact information on SIMs
· maintaining a clean, tidy and orderly admin office
· maintain the stationery cupboard
· help with the weekly newsletter

· sharing the school lunch ordering
Day to Day running of the School
· help to keep the SCR up to date
· help maintain general order in the school e.g. clearing lost property and tidying notice boards
· informing the School Business Manager/Caretaker on site issues
Other duties

· Order school resources, liaising with staff members
· maintain our parent payment system (Parent Pay)
· maintain First Aid
The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.
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