Townley School and Pre-School

Christchurch, Wisbech, Cambs. PE14 9NA

[image: image1.png]* Kk k
e

Townley Schog)
&





Email: office@Townley.cambs.sch.uk                                                           Tel/Fax: 01354 638229
 Headteacher: Mrs Maria-Anne Higgins


Townley School and Pre-School  is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
	JOB DESCRIPTION

Job Title:              Office Assistant
School:
Townley School and Pre-School


Reports to: 
Headteacher
Grade:
Scale 3
Hours:
3.5


	Job Purpose:

To support the School in attaining its aims and objectives by  providing an effective secretarial,  and administrative service within the establishment and assisting the Headteacher in the preparation and monitoring of the school's budgetary provision to ensure proper accounting of all school finances  Such decisions include;planning and prioritising, allocating and organising work.to ensure the smooth running of the administrative function.




	1. Provide a timely and effective operation of administrative support for Community Education provision dealing with members of the public using the facilities and assisting in maintaining good relationships and communication with other members of staff to facilitate the smooth running of community activities.

2. Operate reprographic equipment in order to provide a timely and efficient service in accordance with the standards required by the Head

3. Liaise with school nurse/doctor and parents to arrange medical appointments

4. Liaise with Education Welfare Officer
5. Completion of all returns to LA

6. Maintain the Single Central Record in accordance to statutory and LA guidleines.

7. Management of reception - security of visitors ensuring that the visitors book is maintained.  Ensure reception facilities are attractive and welcoming

8. Maintain filing systems
9. Act as First Aider

10. Any other duties consistent with the post 




Signature of employee: ……………………………………….. Date…………………………….
Signature of employer: ……………………………………….. Date…………………………….

