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Holy Trinity CofE Primary School
Trinity Walk, Maresfield Gardens, London NW3 5SQ

admin@holytrinitynw3.camden.sch.uk | 020 7435 9089
Job Description

Job Title:

Administrative Assistant 
Pay Scale:
GLPC Scale 3 (£28,545 - £28,977) 

Paid pro rata on a 39 week, term time only contract.

35 hours a week (8am – 4pm inc. one hour lunch break) 
Reporting to:
School Business Manager and Head of School  

Job Purpose

· To provide a warm welcome for parents, visitors and colleagues and deal with their requests in an efficient and professional manner 
· To provide a comprehensive administrative and organised support service to the school.

· Have excellent knowledge of all school office and behaviour/SEND/Safeguarding management procedures and to carry out all administrative duties in a timely and efficient manner ensuring deadlines are met.

· To maintain and update the school’s student database (Integris) and associated spreadsheets with regard to all student records.

· To monitor school resources and order stock as required

Key Tasks

General Administration 

· To draft and produce letters and memorandums 

· To distribute internal and external post and correspondence as appropriate. 

· Undertake filing and photocopying; to assist users with the operation of the photocopier including changing inks and attempting to resolve issues. 

· To be responsible for the maintenance and monitoring of the photocopier.

· To provide administration assistance as required by the Leadership Team 

· To be responsible for monitoring and ordering basic stock for the school site as required

· To assist in the coordination of meeting and the preparation of school events. This includes parent & staff meetings and interviews, new admissions meetings, as well as parent evenings

· To liaise with site staff when deliveries arrive 

Reception Duties

· To provide a warm welcome for parents, visitors and colleagues and deal with their requests in an efficient and professional manner 

· Ensure that all queries, either in person, or by telephone, are dealt with swiftly and appropriately using tact and diplomacy at all times.

· Deal with internal enquiries from staff and students. 

· To ensure visitors sign in and are provided with a visitor’s badge 

· To record DBS numbers where appropriate 

· To manage the school phone and email inbox and to answer the telephone in a friendly, professional and efficient manner and record and pass on messages as appropriate. 

· Handle difficult situations and issues with sensitivity and calm ensuring you are always aware of the safeguarding of our students, data protection and the need for strict confidentiality at all time.

Admissions and attendance

· Assist in ensuring pupil data is kept up to date and distributed to relevant professionals, parents and staff. This includes all pupil files (electronic and paper) being kept up to date and in good order.

· To monitor and maintain an accurate computer record of pupil attendance and communicate attendance information with the other staff.

· Supporting parents/carers to complete relevant forms.

· Providing analytical reports for the school leadership team as required

· To assist in monitoring the late arrival of pupils and maintain an accurate and up to date computer and paper-based records and files.
· To process daily registers provided by classroom staff
Behaviour Administration

· To assist in maintaining and updating the school’s student database and associated spreadsheets.
· Sending letters home related to the behaviour policy.

· Communicating the above to all other relevant staff.

Interacting with students, parents and staff
· Receive all parent visitors to the school in a friendly and professional manner ensuring that they are welcome and attended to.

· Ensure that all queries, either in person, or by telephone, are dealt with swiftly and appropriately using tact and diplomacy at all times.

· Deal with internal enquiries from staff and students.

· Answer both internal and external telephone calls and take messages as required with specific reference to behaviour management.

· Handle difficult situations and issues with sensitivity and calm ensuring you are always aware of the safeguarding of our students, data protection and the need for strict confidentiality at all times.

· To inform the kitchen of daily lunch numbers and liaise with school admin team regarding lunches, trips and milk distribution
Other Duties

· To be First Aid trained to support the management of students presenting as unwell.    

· In the event of an emergency to adhere to the office evacuation procedures and to assist with an accurate roll call.

· To assist in the promotion of the school through the sensitive dealings with children, parents and visitors at all times.

· Cover duties of other office staff as requested by management.
· To work on initiatives which raise the awareness of school staff, parents and the community on the importance of school attendance
· To cover other members of the school admin team for planned absences and sickness
· Any other duties as can be reasonably expected within the boundaries of the school offices.

· Together with your line manager be responsible for identifying and agreeing your personal development/training needs.

· Ensure all information is treated confidentially and have absolute discretion at all times 

· Ensure that all duties and responsibilities are discharged in accordance with the School’s Health and Safety at work policy. 

· Participate in the school’s appraisal arrangements scheme, ensuring that performance standards/targets are set and met within the agreed time scale. 

· Undertake any other reasonable duties commensurate with the grade. 

· Participate in training and other learning activities and performance development as required

Safeguarding Children

· Display a commitment to the protection and safeguarding of children and young people in line with the ‘Keeping children safe in education: information for all school and college staff’ document.

Equality
· School and its Governing Body are committed to ensuring consistency of treatment and fairness, and will abide by all relevant equality legislation 

· The School will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

