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Executive Headteacher: Mrs G.Muxworthy

Vallis First School, Milk Street, Frome, BA11 3BD

Tel: 01373 462657

office@vallisfirstschool.org.uk
www.vallisfirstschool.org

	JOB DESCRIPTION & PERSON SPECIFICATION

	School
	Vallis First School

	Job Title:
	School Administrative Assistant

	Reports To:
	School Business Manager

	Main Purpose of Job:

As a member of the Admin Team, you will provide administrative support to include a range of duties and act as the first line contact between school and its community. You will work within prescribed procedures but deal with day-to-day problems, exchange information and expect constant interruptions. The post holder will often determine their own priorities in order to achieve deadlines.

	Main Responsibilities and Duties: 

	Admin: 

· Maintain, update, collect and use pupil data within our school database

· Organise school trips, including collection of permission slips from parents, and carrying out risk assessments (training will be given)

· Organising and ordering school lunches from our caterers

· Sending home letters / data forms / permission slips via written letter and email

· Maintain accurate files and records of school information

· Maintaining the school inventory and asset register
· Assist in maintaining and updating COSHH register
· Assist in managing the provision of school clubs, wrap around provision and private music tuition

Receptionist:

· Provide first line of contact for the school(s)

· administer the school diary 

· deal with day-to-day problems as they arise

· answer parental / community enquiries and provide assistance and guidance

· Receiving visitors to the school
Other

In addition, the post holder is required to carry out any duties the Head Teacher or School Business Manager may reasonably direct from time to time. Examples (not limited to); 
First aid administration, Break and or lunch duties, Running errands

	Person Specification and Skills:

	To have excellent communication and interpersonal skills; 
· Promote a positive image of our school in the community 

· Communicate clearly with pupils, staff, visitors, parents, the media & others 

· Be a clear thinker, able to be flexible and to maintain confidentiality

· Able to demonstrate adaptability, tact and diplomacy

· Able to exercise discretion, creativity and initiative to ensure the smooth operation of the School

· Able to work effectively and enthusiastically as part of a team.

Practical skills:

· able to learn new skills and a desire to continue to develop professionally

· confident IT skills

· able to work within general guidelines/direction from the Business Manager

· able to deal with changing and conflicting deadlines both internal and external to the school with frequent interruptions to work

· able to prioritise effectively, with good organisational skills.

· able to work in an office environment, but at times alone. 
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