Benchmarked Jobs for Schools

Clerical/Administrative/Secretarial
Senior Administrative Assistant

JD004 April 2003

Job Description 

Job title: Senior Administrative Assistant 

Reports to: Headteacher 

Job holders name: 

Location:

Grade: KS5

1. Purpose of job

Purpose of Job:

Provide a high level of administrative service to support the Headteacher and Governing Body.

2. Dimensions

Dimensions:

Budget £503,303

GEST Fund £4,963

Voluntary Fund £4,000

Subordinates: 1 Clerical Assistant and Volunteer helpers

Other Statistics:  33 Staff and 340 Pupils

Principal Accountabilities:

(a) Provide information to the Headteacher on a range of personnel issues including, ensuring correct contracts of employment are issued in line with employment legislation and maintaining and monitoring records of absence in order that the Headteacher can plan accordingly.

(b) Maintain, monitor and reconcile the school voluntary fund to ensure accuracy of records and compliance with audit procedures.

(c) Provide information on the school budget to the Headteacher and Bursar to enable them to plan, forecast and make decisions in line with financial regulations.

(d) Manage the work of the school office and clerical assistant, plan and co-ordinate the work to ensure deadlines are met.

(e) Maintain accurate records of number of pupils on roll and future intake to ensure a correct formula funding budget is allocated and to enable future planning of school budget.

(f) Undertake the full range of secretarial duties for the Headteacher, including drafting letters to ensure well presented and accurate correspondence, reports and other documentation.

(g) Assess concerns, queries and complaints from parents, Area Education Staff and outside bodies to ensure these are dealt with effectively and within KCC guidelines and procedures.

(h) Arrange and negotiate purchase of supplies and services for the school to ensure best value obtained.

Necessary Experience:

· GCSE Level English

· IT Skills essential

· Experience of working with Finance necessary

· Line Management Experience

· Ability to plan and work on own initiative

· An interest in education and children useful

· Knowledge of first aid
Scope for impact:

· The bursar will be retiring shortly and the postholder will be expected to take over the financial management of the school budget, working alongside the Headteacher.

· Introduced message collection system in school for each classroom ensuring paperwork sent to the correct person, eliminating chaos and lost paperwork.

· Postholder has set up a new finance record keeping system which has simplified procedures and enabled the management of the budget to be more effective.

6. Job context

Job Context:

The postholder has day to day contact with the Headteacher, staff, pupils, parents and Governors, as well as staff from the Area Education Office, the Department for Education and other agencies.

Organisation:

[image: image1.wmf]Volunteers

Clerical Assistant

KS3

Senior Administrative Assistant

KS5

Bursar

Headteacher


� EMBED OrgPlusWOPX.4  ���








[image: image2.wmf]Volunteers

Clerical Assistant

KS3

Senior Administrative Assistant

KS5

Bursar

Headteacher

_1182231117.bin

