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WREXHAM COUNTY BOROUGH COUNCIL

	JOB DESCRIPTION




POST: 
ADMINISTRATION AND ORGANISATION – LEVEL 2
PAY GRADE – G04 (Point range 4 – 5) Job I.D. 1135 
JOB PURPOSE:



Under the direction/instruction of senior staff: provide routine general clerical, administrative support to the school.
DIMENSIONS 

(as per school)

________________________________________________________________________

MAIN DUTIES AND RESPONSIBILITIES

ORGANISATION

· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors

· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.

· Assisting with arrangements for visits by school nurse, photographer etc.
· Taking minutes of school subcommittee meetings.
ADMINISTRATION

· Provide routine clerical support e.g. photocopying, filing, emailing, complete routine forms

· Maintain manual and computerised records/management information systems

· Undertake typing, word-processing and other IT based tasks

· Sort and distribute mail

· Undertake routine administration
· Clerking subcommittee meetings
RESOURCES

· Operate office equipment e.g. photocopier, computer

· Arrange orderly and secure storage of supplies

RESPONSIBILITIES

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 
· Recognise own strengths and areas of expertise and use these to advise and support others

· Participate in training and other learning activities and performance development as required

CONTACTS

Headteacher





Deputy Headteacher

Assistant Headteacher

All Teaching/Non Teaching Staff
Business Manager
Education Authority

Parents

Governors
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WREXHAM COUNTY BOROUGH COUNCIL

	PERSON SPECIFICATION




POST:


ADMINSTRATION AND ORGANISATION – 

LEVEL 2
PURPOSE:


Under the direction/instruction of senior staff: provide routine general clerical, administrative support to the school and clerking all subcommittee meetings. 


	ITEM
	ESSENTIAL
	DESIRABLE

	Qualifications
	Induction/basic skills 

Good numeracy/literacy skills
	

	Experience
	General clerical/administrative work
	Clerking/Minute taking

	Knowledge and Skills


	Good understanding and ability to use relevant technology e.g. photocopier

Keyboard/computer skills

Participate in development and training opportunities

Ability to relate well to children and adults

Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.

	Appropriate knowledge of first aid




