	Job Description
	Insert school logo

	Title 

Admin - Grade 1


	School

	Post Ref
Add Ref
	

	Job Purpose

The provision of routine clerical, administrative and financial support to the school as directed.


	

	Key Responsibilities

1. To perform routine clerical tasks including receiving & making telephone calls, checking and verifying information, greeting visitors, providing directions and advice and information to basic enquiries, typing straightforward letters and documents
2. To undertake general office support work including filing, photocopying, routine data input and retrieval including updating pupil records
3. To prepare and process routine orders including completion of pro-formas, placing orders, receiving and matching delivery notes with orders/invoices
4. To receiving and processing incoming and outgoing mail. 

5. To undertake cash collection duties including simple recording as required
6. To collect and process attendance data
7. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

8. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

9. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school

	Key Accountabilities



	The post holder will perform any other duty or task that is appropriate for the role described.


	Person Specification



	Education and Knowledge

1. A good standard of secondary education to GCSE level or equivalent.
2. A good standard or literacy and numeracy.


	Personal skills and general competencies
1. Insert essential criteria as a perquisite for the role.


	Experience
1. Carrying out routine clerical or administrative duties.
2. Following well defined processes, practices or procedures.

3. Carrying out tasks without close supervision.

4. Working with IT systems including basic word processing and spreadsheet operation.

5. Handling information in accordance with the Data Protection principles.

	

	Role Dimensions

1. Insert core area/s of responsibilty (inc. teams, services & functions)
2. Insert financial responsibility
3. Insert staff - No. of direct reports 



To completed if any amendments are made to the standard Job Description & Person Specification

Additional Responsibilities to be included in the Job Description
This section is a description of the main responsibilities that are to be added to the Job Description, it is not a task list – the % time spent does not have to exact - it is to help the analyst understand how much time is spent on specific tasks for example the amount of time spent on typing/ inputting data may affect the Physical Demands factor.

	Additional Responsibilities
	%

Time spent

	
	

	
	

	
	


Factor Information

The factor definitions are outlined below and are specific for the job description and reflect the appropriate level from the NJE scheme that are commensurate with the level of responsibility and competences required for the role as described in the Job Description. If you have amended the standard information you should insert any additional information that you believe would impact on a factor.

Some factors have options (a) or (b) you should indicate which option best describes the job by placing a tick in the relevant box.

	Factor
	Factor Definition and Relevant Job Information

	1
	Knowledge
	Good literacy and numeracy skills gained from general education to GCSE ‘O’ level/NVQ level 2 standard or equivalent experience in a relevant discipline necessary to undertake a range of routine administrative duties e.g. photocopying, reception duties, maintain information systems, mail sorting.



	2
	Mental Skills
	A) Interpreting straightforward instructions and resolving straightforward issues or problems that may occur as part of routine duties e.g. mis-directed calls/correspondence, addressing and dispatching correspondence, completion of proformas.
	

	
	
	B) Some basic assessment of the causes or issues involved may be necessary before deciding on how to proceed e.g. photocopier malfunction, basic IT problems, create/update pupil records, setting up rotas, checking letters/reports prior to dispatch correcting errors or referring them back to originator as appropriate.
	

	3
	Interpersonal/ Communication Skills
	A) Required to communicate with colleagues or parent/carers/pupils with regard to their own duties or take and pass messages to others as necessary e.g. passing on messages, greeting visitors at reception.


	

	
	
	B) Conversing with others regarding personal or detailed information e.g. contacting parents/carers regarding pupil’s welfare and advising appropriate staff on pupil medical/health conditions.


	

	4
	Physical Skills
	Use of keyboard with precision is necessary for some duties however the job holder will not require any particular keyboarding qualification e.g. typing routine letters, emails, maintaining pupil/staff records.

	5
	Initiative & Independence
	A) Following well defined processes, practices and procedures e.g. opening, logging and distributing mail, receiving stationery deliveries and storing items.
	

	
	
	B) Some initiative is required to deal with identifiable/routine issues with supervisory support available when areas of difficulty are faced e.g. operation of reception/switchboard dealing with contacts appropriately.
	

	6
	Physical Demands
	Duties are predominantly office based and are unlikely to place physical demands on a job holder. There may be an occasional need to lift/carry items of relatively low weight over short distances e.g. paper records, mail bags, packs of photocopying paper, unpacking stationery deliveries.

	7
	Mental Demands
	Concentration is applied over a range of routine and defined administrative tasks and activities e.g. processing attendance data, routine production of letters, storage and retrieval of records.

	8
	Emotional Demands
	Duties are unlikely to require the job holder to deal with individuals whose circumstances may leave them feeling upset, aggrieved, or angry e.g. dealing with those who have physical or mental impairments, or are suffering from serious illness OR to deal with either distressing or disturbing subject matter e.g. minuting meetings and typing notes involving child protection issues (people related behaviour, including any form of verbal abuse and aggression from people is covered under the Working Conditions factor).

	9
	Responsibility for People
	Dealing with routine parent/carer/pupil enquires and providing school related information. Providing for the safety and well being of visitors to the school e.g. signing visitors in and out of the visitors book, providing refreshments as required.

	10
	Responsibility for Supervision
	Job holder has no direct responsibility for the supervision of other employees. Occasional demonstration of own duties or similar assistance to new staff may given as necessary e.g. no formal responsibility to supervise or manage other staff in the school but may be asked to train others in their own duties as and when required.

	11
	Responsibility for Financial Resources
	Job holder has no direct responsibility for financial resources. The handling of small amounts of cash/cheques or equivalent may be necessary or the receipt of the same to pass to others to action e.g. handling/recording cheques/cash received in the mail, ad hoc receiving of trip monies.

	12
	Responsibility for Physical Resources
	Regular handling or processing of computer and manual information in accordance with data protection principles including routine document preparation, storage, retrieval or amendment e.g. retrieving pupil records from SIMS, retrieving and filing paper records, storage of registers in compliance with data protection principles.

	13
	Working Conditions
	A) Duties may require the job holder to deal with angry, upset, aggressive or abusive pupils and parents/carers who may contact the school on the phone or in person which exposes the job holder to some unpleasantness and discomfort.
	

	
	
	B) Duties are largely office based where exposure to either unpleasant working conditions or unpleasant people related behaviour is unlikely or infrequent.
	


	Factor
	Additional Information

	1
	Knowledge


	

	2
	Mental SkIlls


	

	3
	Interpersonal/ Communication Skills


	

	4
	Physical Skills
	

	5
	Initiative & Independence
	

	6
	Physical Demands
	

	7
	Mental Demands
	

	8
	Emotional Demands
	

	9
	Responsibility for People
	

	10
	Responsibility for Supervision
	

	11
	Responsibility for Financial Resources
	

	12
	Responsibility for Physical Resources
	

	13
	Working Conditions
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