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Dormers Wells High School

Job Description
Post Held: MiSST Saturday School Administrative Assistant 
Salary Scale: Grade 4
Main purpose of the job:
To assist MiSST with the efficient management and organisation of the MiSST Saturday School (SMS), West London.
Duties and responsibilities
· To undertake reception duties, answering routine telephone, face-to-face enquiries and signing in students and visitors, in accordance with the schools safeguarding procedures.

· To contact parents for student non attendance and keep secure and detailed records.

· To be the named First Aider and assist with student first aid and welfare, looking after sick students, liaising with parents, staff etc.

· Be the named Fire Warden.

· Ensure designated classrooms are open and setup for lessons.  Ensure rooms are locked at the end of the lessons.

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

· Maintain manual and computerised records / management information systems.

· Undertake typing, word processing and other ICT based tasks.

· Sort and distribute mail.

· Undertake routine administration e.g. registers and reports to the MiSST lead.
· Operate office equipment e.g. photocopier, computer etc.

Behaviour and Safety
· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the MiSST Child Protection Officer.

· To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.

Professional Development
· To attend and participate in school meetings and training as appropriate.

· To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan, appropriate MiSST delivery and with regard to the school’s Investors in People programme.
· To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.

· To liaise as appropriate with other professional institutions or individuals outside the school. 

· To participate in appropriate working parties as the need arises.

Other

· To ensure all work is appropriately documented and kept up to date. 

· To refer issues/difficulties to the Line Manager in the first instance.

· To implement all and follow all MiSST, school and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.

· To be a positive role model.

· To play a full part in the life of the MiSST community, to support its mission and ethos and to encourage and ensure staff and students follow this example

· To be courteous to colleagues and be welcoming to visitors and telephone callers

To Whom Responsible: As designated by the Leadership structure of Dormers Wells High School  
Note
Whilst every effort has been made to outline the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to carry out any reasonable request to undertake work of a similar level that is not specified in this job description.

This job description is not your contract of employment, or any part of it.  It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed.  Nothing will be changed without consultation.  This document must not be altered once it has been signed but will be reviewed annually.

Signed: ______________________________________ Date: _________________________

