ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Clerical Assistant


	Job number / Grade

ED???? / Scale 2c sp 3-4

	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To provide clerical/administrative support to the school office.




	SCOPE OF JOB (Budgetary/resource control, impact)

	Has contact with school visitors, teachers, parents, pupils, Governors, support staff in the Education Directorate etc. 

Operates in a busy, often noisy environment and required to juggle conflicting priorities.

The school office is often the focus of support activities in the school. All enquiries, visitors, pupils and staff will interact with those in the office. Staff have to perform their duties despite the constant interruptions especially from pupils. Often the first point of contact with distressed/ demanding/aggressive/angry parents on the ‘phone or in person. The way they respond can impact significantly on how the parent continues to behave towards the teacher/Head Teacher to whom they are referred.

Will have access to confidential information, which must be dealt with discretely.




	POSITION WITHIN UNIT STRUCTURE

	Reports to Administration Officer/Office Manager




	KNOWLEDGE, SKILLS & EXPERIENCE

	Able to operate office equipment such as photocopiers, faxes etc.

Able to relate to pupils, teachers and parents in a calm and sympathetic manner.



	

	JOB ACCOUNTABILITIES

	Process the schools incoming and outgoing post ensuring that post is distributed/dispatched in good time.

Maintain the office filing systems ensuring that filing is done daily and accurately and that records are kept up to date.

Undertake all photocopying for the school office/senior management team ensuring that the specified requirements are met.

Provide a telephonist/receptionist service taking messages or referring callers/visitors to the correct person.

Receive and receipt monies from pupils and parents ensuring that all monies received are accounted for and kept secure.

Monitor stationery/office supplies, placing orders when required.

Undertake first aid duties and treat minor injuries. Follow the school rules on the referral of more serious injuries.

Undertake a range of administrative activities on a project basis in support of teachers and pupil activities Eg, collating pupil reports, collating information for off site activities/trips.

Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.




Post holder's signature ___________  Name ______________ Date _______

Manager's signature _____________   Name ______________ Date _______
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