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Clerical Assistant – Grade 3.

Hours of work 1 – 5 p.m., Monday to Friday, term time only (39 weeks).

Job Purpose
Under the direction of the School Business Manager ensure the efficient and effective operation of the administrative function and systems within the School, ensuring confidentiality is maintained at all times.

Main Duties and Responsibilities
Reception & Communication

1. To provide a professional reception service for the school: creating a pleasant, welcoming atmosphere; greeting visitors, ensuring security and safeguarding procedures are followed for all visitors; completing associated administration and provide hospitality where appropriate.

2. Process paperwork and pre book visitors and agency staff, update files.

3. Make and receive internal and external telephone calls, filtering calls, taking and distributing accurate messages or providing information to enquirers, as required.

4. Process incoming and outgoing mail.

5. Daily monitoring of the office email accounts.

6. Undertake word processing of letters and other communications to parents.

7. Maintain information boards within the school premises, displaying information of interest to parents.

8. Maintain the school calendar and letters to parents.

9. Support parents with the payment of dinner money, trip money and purchases .nsuring that procedures are followed.

10. Support parents and maintain the communication apps. Such as My Child at School.

11. Support and promote the good name of the school through identifying and implementing marketing strategies

School Meals, Clubs and Trips

12. Oversee the administration of school meals numbers, processing free school meals; maintain computerised records, and importing and balancing payments received.

13. Support the Finance and Admin Assistant with the collection of money for extra-curricular clubs.

14. Undertake administrative procedures for various school trips, i.e. maintenance of records, booking of transport and monitoring and processing payments.

Clerical Duties

15. Undertake photocopying, collating, laminating and distribution of paperwork.

16. Monitor stock levels of paper, admin office stationery, and copier supplies and order when necessary.

17. Receive, sign for and check deliveries to the office, ensuring that discrepancies are recorded and followed up.

18. Organise Cool Milk for school pupils eligible under Free School Meals and any pupil purchasing daily milk.

19. Provide clerical support to the Finance and Admin Assistant and School Business Manager for areas of the school’s finance administration, with specific responsibility for processing deliveries and supporting in raising orders and the processing of invoices using the school’s finance system FMS.

20. Maintain and update filing and pupil record systems, ensuring that emergency contact details are up to date and consent forms for pupils have been received and filed appropriately.

21. Work with the pastoral care team and Head Teacher in relation to pupil attendance and provide relevant attendance reports and information when required. To include late arrivals and administration of pupil attendance of medical appointments and term time holiday requests.

22. Maintaining stock levels and updating content of standard letters and forms used within the admin office.

23. Provide an administrative service to SLT in the production of letters and reports as required

24. Production of the school newsletter and distribution to staff, governors and parents.

25. Liaise with colleagues both in school faculties and in departments of the Local Authority and external suppliers, as appropriate, regarding financial and administrative matters.

26. Any other duties and responsibilities within the salary range of the grade.

This post is exempted under the Rehabilitation of Offenders Act 1974 and as such appointments to these posts will be conditional upon the receipt of a satisfactory response to a check of police records via The Criminal Records Bureau.

All employees

All duties and responsibilities must be carried out with due regard to the City Council’s Health & Safety Policy

The post holder must comply with the Interagency procedures of the Safeguarding Boards and  Coventry City Council’s policies for safeguarding children and safeguarding adults and in particular is required:-

· To ensure they are aware of the signs that may suggest a child or vulnerable adult is being abused or neglected

· To report to their manager, or other appropriate manager, any concerns they may have that suggest that a child or vulnerable adult may be being abused or neglected immediately

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the City Council's Equal Opportunities Policy.

Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines.

Line management responsibilities to: Headteacher/School Business Manager
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	Experience
	· Experience of using Microsoft Office software, including Microsoft Word, Excel, etc.

· Relevant experience that involves working in an office environment, undertaking such tasks as reception duties, record keeping and use of the telephone

· SIMS experience in managing pupil data

· Experience in the use of SIMS and FMS

· Experience of working in an environment with children



	Personal Attributes
	· Has a friendly, professional and respectful approach which demonstrates support and shows mutual respect

· Open and honest

· Active listener

· Committed to the needs of the pupils, parents and other stakeholders and challenge barriers to providing good service

· Demonstrates a “can do” attitude

· Is committed to quality service provision

· Is adaptable to change

· Acts with pace and urgency and is enthusiastic and decisive

· Emotional resilience in working with challenging behaviours.

	Safeguarding
	· Enhanced DBS and Children’s Barred List clearance.

· Motivation to work in an environment with children and young people.
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