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JOB DESCRIPTION

Department:

Education and Lifelong Learning
Division:


JOB TITLE 

Primary School Administrator Level 3
GRADE 

7

MANAGED BY 

Headteacher

RESPONSIBLE FOR 


PURPOSE OF JOB

Provides administrative support for the completion of effective support services in the running of the school.  Provides point of contact for parents and visitors, ensuring information flows are effective.

KEY OUTCOMES

1.
Finance
To apply standard data recording and accounting procedures for the school as per instructions from the LEA.  To ensure all expenditure and receipt of supplies comply with defined procedures.

Check all budgets transactions comply within defined procedures and report variances.

Administer income from any school letting arrangements and schools funds in compliance with standard procedures.

2. Administration
 Collate all statistical information ie for new starters,  PLASC (Annual School Census), admissions, transfers, ethnic minority returns, teaching and non teaching supply forms, absence returns and staff time sheets.

Provide full administration support for the school. Check deadlines for own work and level=s 1 and reprioritise workloads accordingly.  

Organise supply teaching for planned and unplanned absences under direction of the Head.
Complete procedures for coordination of differing demands and uses of school site and facilities including promoting school facilities and costing of lettings.
Provide a service to receive and pass on, to the appropriate person, all enquires from visitors and incoming telephone calls using appropriate communication skills for satisfactory resolution.  
GENERAL
A
So far as reasonably practicable, the postholder must ensure that safe working practices are adopted by employees, and in premises / work areas for which the postholder is responsible, to maintain a safe working environment for employees and service users.  These are defined in the Corporate Health, safety and Welfare policy, departmental policies and codes of practice.
B.
Work in compliance with the Codes of Conduct, Regulations and policies of the City Council, and its commitment to equal opportunities   

C.
Ensure that output and quality of work is of a high standard and complies with current legislation / standards 
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