JOB DESCRIPTION

	POST TITLE
	Senior Administrative Assistant (Visitor Reception & Finance)

	

	Purpose: 
	To work at Visitor Reception and provide administration support for the Admin & Finance teams.

	

	Reporting to:
	PA to the Headteacher/Senior Administrator and Senior Finance Manager

	

	Liaising with:
	The Admin/Finance teams, teaching staff, pupils and parents/carers.

	

	Working Time:
	37 hours per week – term time only (40 weeks)
8.00 am - 4.00 pm Monday– Thursday & 8.00 am - 3.30 pm Friday

	

	Salary/Grade:
	Salary: - HCC Grade C

	

	Disclosure level:
	Enhanced


Role Requirements
	Accountabilities
	

	Visitor Reception

	· Be the first point of contact for visitors and assist with their enquiries and concerns
· Assist with routine enquiries from staff and visitors

· Ensure the smooth running of Visitor Reception

· Update Visitor Reception and admin office notice boards/publicity etc

	Administration


	· Answer and make internal telephone calls

· Assist with Hampshire School Transport bus administration and issues regarding pupil transport

· Provide administration support for the College Enrichment programme
· Provide support for the College calendar and staff pigeon-holes
· Produce the daily Staff Bulletin

· Manage the after-College Clubs timetable

· Answer/action emails    

· Deal with incoming and outgoing post and deliveries

· Provide additional admin support for staff as requested by the Headteacher’s PA/Senior Finance Manager

	Finance Support
	· Assist with the administration of Music tuition, preparing timetables in conjunction with the Head of Music and peripatetic teachers, monitoring pupil attendance at music lessons and assisting with chasing late payments

· Administering the pupil locker requirements, allocating lockers at the start of each academic year, checking payments are received and dealing with any online mid-year requests

· Assist the Finance team with the administration of trips

	Corporate and statutory initiatives – equalities/health and safety/e-government/sustainability
	· A range of health and safety responsibilities, including:

· Maintaining the visitors’ signing in list, issuing visitors passes plus H&S leaflet and Visitors/Volunteers Procedures paperwork

· Ensuring that all visitors are given into the care of a member of Swanmore College staff

· Health and safety responsibility for self and children in an area which is a child centred environment

· Maintain an awareness of college, national and statutory policies and requirements and apply these in the workplace



	Additional duties
	· To play a full part in the life of the Swanmore College community, to support its distinctive mission and ethos and to encourage/ensure staff and pupils follow this example

· To continue personal development as agreed/required
· To engage actively in the performance review process

· Any other such duties as may reasonably be allocated by the Headteacher’s PA /Senior Finance Manager

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.




	Main Contacts

· PA to Headteacher & Senior Finance Manager to discuss daily work priorities

· Parents/carers
· Governors

· Support Staff

· Teaching Staff

· Contractors

· Other external visitors



	Specific Essential Qualities

· Excellent written and oral communication skills

· Experience of office working and processes

· Technical skills – keyboard, word processing

· Ability to prioritise workloads and work to deadlines without supervision

· Good organisational skills. 

· A friendly, warm, welcoming and empathetic approach with people
· Skilled in maintaining personal and professional confidentiality

· Approachable and patient

· Confident in dealing with email, telephone and face to face enquiries
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