St. ANTHONY’S CATHOLIC
PRIMARY SCHOOL & NURSERY
In the Diocese of Northampton

Head Teacher: Mrs S Oppé, LLB, MA, NPQH
Farnham Rd, Farnham Royal, Slough, Berkshire SL2 3AA
Tel: 01753 645828 | Email: post@stanthonys.slough.sch.uk

Learning, Growing
And Living with Jesus
“The glory of God is
a human being fully alive”



	









Job Description: Assistant Admin Officer
8:00 – 3:00 Monday to Friday during term time plus insets, 32 hours per week. 
Salary: STCAT L1c Point 3; £19,097.00 FTE

Main Purpose of the Post:
To support both the Office Manager and School Business Manager in completing their roles.  

Requirements of all staff:
· To identify fully with the distinctive nature of the school as stated in its Mission Statement – Learning, Growing and Living with Jesus
· To welcome visitors and establish nature and priority of their visit. Ensure all visitors sign the visitor’s book and are issued with a badge.
· To know the emergency procedures and carry them out as necessary maintaining a vigilant awareness of safeguarding and security for both staff and pupils 
· To support the teaching staff in executing their job effectively
· To support the pupils in being effective learners
· To fully support the positive behaviour management in the school
· To screen incoming telephone calls and where appropriate deal with queries and enquiries
· To treat all issues involving staff, pupils and parents with discretion and not discuss information outside the office except where action is needed.
· To maintain a supportive and collaborative approach within the office and support the Head Teacher, Officer Manager and School Business Manager and other office staff in performing their roles.

Main Responsibilities of Assistant Admin Officer:
· Support the Office Manager and School Business Manager in completing administrative roles within the office team, not limited to, but including:
· Using Management Information Systems (SIMs) for the management of pupils
· Using Parent Pay for the administration of communication with parents, including trips, clubs and parent’s evenings, etc. 
· Managing first aid and medical recording
· Supporting with the administration of the SENDCo role
· Managing the communication via the school website; being responsible for uploading information regularly.
· Supporting with the marketing of the school via social media.
· To support with the management of reports for the Leadership Team.
· Support the Office Manager in the Admissions and Leavers procedures for pupils.
· Be responsible for a confidential filing system (electronic and manual) for all children in co-ordination with other office staff.
· Monitor pupil debt for school lunches and follow up with parents.
· Monitor the Pupil Food Allergy status and ensure all new parents complete the required documentation.
· Administration of Free School Meals
· Attendance and Administration reporting
· [bookmark: _GoBack]Administration of Parent’s Evening
· To maintain a supportive and collaborative approach within the office and support the Head Teacher, Officer Manager and School Business Manager in performing their roles.
· Any other administrative duties as required.
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St Anthony’s Catholic Primary School & Nursery has a commitment to safeguarding, and the welfare and wellbeing of children.
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