MIDLOTHIAN COUNCIL

Job SUMMARY


	JOB TITLE: Administrative Assistant Non Secondary


	POST NO(S): 

	JOB PROFILE: AS3 Grade 4 

	SECTION/UNIT: Primary/Nursery/Special Schools

	DIVISION: Education and Children’s Services

	REPORTING TO: Head Teacher

	REPONSIBLE FOR: School Support Assistant or Auxiliaries assigned to the School Office



	JOB PURPOSE:
To be responsible for the provision of an effective support service to the Head Teacher, school management team and staff.



	KEY OBJECTIVES
Support Tasks

Provide an effective general support service to the school, utilising computer packages and office equipment and be responsible for the administration of school records to meet designated deadlines, including:-

· preparing documents, reports, routine and non- routine correspondence, schedules of events, templates, lunch menus, news sheets, posters and information leaflets, on behalf of the Head Teacher and other Teaching staff as required; 

· duplicating, collating, circulating and finishing of papers, lunch menus and documents etc;

· maintaining the appointment diaries of senior staff;

· developing and maintaining office filing and record keeping systems;

· opening, posting and circulating of mail and information;

· maintenance of a free school meal roll, collating and totalling school meal choices and advising kitchen staff of meal requirements;

· completing pupil enrolment procedures, maintaining records, and on occasion, showing parents around the school;

· checking forms and documentation prior to processing;

· updating computerised systems with pupil records, class lists, progress details, attendance records etc.; 

· developing school based support systems to gather information and statistics to meet objectives outlined by the Head Teacher;

· completing, collecting and presenting weekly, monthly and annual statistical information, records and returns in accordance with procedures for approval by the Head Teacher in response to school, central education and external requests;

· ordering stock, equipment and school uniforms from suppliers;

· monitoring and reporting on Property work as required;

· administering appointment records, venues, dates, times and transport when appropriate for visiting services, parent’s nights, special events etc..

Undertake reception and switch board duties, screening members of staff from outside interruption wherever possible.  Answer general enquiries as the first point of contact referring to teaching staff as necessary.

Take minutes or transcribe tapes to support meetings, committees and working groups as requested by the Head Teacher. 
Financial

Be responsible for financial record keeping, in accordance with the Policy Guidelines for Educational establishments, in the school including: 

· invoice validation and processing;

· order processing through the DSM (Devolved School Management) finance system;

· updating and monitoring departmental budget records, alerting the Head Teacher to potential overspends and virements;

· providing management financial information on a regular and ad-hoc basis;

· counting, receipt, reconciliation, preparation, and banking of monies for the school fund, PTA (Parent Teachers Association), lunches, milk, tuck shops, excursions, photographic sessions, events etc;

· operation of school imprest (Petty Cash) and the school fund acting as a co-signatory for cheques for both these accounts;

· recording monies received from grants and monitoring and reporting expenditure;

· ensuring that financial records meet audit requirements.

Staff Supervision  (Where applicable)

Supervise staff by :-

· prioritising and allocating work to School Support Assistants and Auxiliaries assigned to the school office;

· check the quality and output of work;

· completing induction training for school staff with regard to administrative procedures.

· providing operational advice and guidance;

· identifying training requirements.

General

Recommend improvements to school systems and records to improve efficiency.

Jobholders may be requested to administer medication, once appropriate authorisation has been given, to school children, in accordance with Divisional policy and guidelines, and deal with minor injuries sustained by pupils e.g. cuts and bruises, in the absence of the auxiliary.

Provide teaching staff with some assistance on the use of administration related software packages.

Operate the school security entry screening system within procedures.

In the absence of the janitor bank monies and take delivery of items in accordance with divisional and school procedures.

Liaise between the School, Central Education and corporately based services as necessary in order to source information or respond to queries from staff.

Any other duties appropriate to the post as requested by management.



	KNOWLEDGE

Essential

Evidence of competency in literacy and numeracy skills such as Highers in English and Mathematics.

Previous experience working in a busy office environment demonstrating good computer skills, the ability to organise a range of tasks, good communication skills and knowledge of financial and administrative procedures is also essential as is a First Aid Certificate.
Desirable
An HNC level qualification and previous experience in an education setting or working with children and parents is desirable.
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