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OUR LADY OF LOURDES 
CATHOLIC PRIMARY SCHOOL AND NURSERY
Job Description – Admin Assistant

Job Title: 		Admin Assistant
Responsible to: 	Headteacher
Salary Range:	NJC Scale 4, Point 8 to 9 (Actual Salary £23,383 - £23,758)
Hours of Work:	8.00am to 4.00pm Monday to Thursday and 8.00am to 3.30pm Friday – 37 hours per week (with 30-minute unpaid lunch break per day)
Weeks Worked:	38 Weeks (Term-Time)
Weeks Paid:		44 Weeks 
Purpose:	To provide reception, administration, welfare and general office support ensuring the provision of an effective and efficient service that actively contributes to the smooth running of the school.
Reception
· Provide friendly, professional, and effective first point of contact for callers, parents, students, visitors, supply staff, contractors, Governors and other stakeholders for the school.
· Manage communications such as telephone calls/visitors/emails and efficiently pass messages on, in a timely manner.
· Ensure school security arrangements are maintained, ensuring effective safeguarding procedures.
· Provide hospitality for visitors to the school.
· Maintain the school reception area to a neat, tidy and clean appearance ensuring the school is shown at its very best at all times. 
Administration
· Provide general clerical support.
· Sort and distribute mail and prepare outgoing post.
· Assist with recording of attendance of pupils and record absences.
· Assist in the recording of school lunches.
· Coordinate the organisation of educational visits.
· Coordinate school communications including via social media channels.
· Manage school calendar.
· Assist in completing pupil registers; and maintaining accurate pupil records.
· Assist with the school’s payment system.
· Assist with school office email inbox.
Welfare
· Administer first aid/medications as and when required.
· Maintain an accurate record of incidents.
· Assist in the general welfare of pupils.


General 
· Follow school policies to ensure the safeguarding of children.
· Follow school policies to actively support equality, diversity and inclusion and ensure the safety of all. 
· Attend meetings and training sessions as required. 
· Work with colleagues to achieve shared school objectives. 
· Participate in the performance and development review process, taking personal responsibility for identification of learning, development and training in discussion with line manager and attend relevant school meetings as required. 
· At the discretion of the senior leadership team, any other activities to support the smooth running of the school.
· 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.
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