POST:   Clerical Assistant, Robert Miles Junior School, Bingham
Grade: Scale 2    Point 2 - 4  
Full time Salary: £23656, 
Salary Pro-Rata  £7826.00
14 hours per week   (Term time only)  45.6 weeks including holiday pay.
Monday to Friday mornings. 8.45 am start (this could be negotiable to fit in with school drop off times).

Duties and Responsibilities
The post holder will provide clerical support to the whole school.
General
The Post holder will be expected to use the Trust’s standard computer hardware and software packages where appropriate although full training will be given. Specific responsibilities include:
1 To provide a friendly reception and switchboard service.
2 To maintain the attendance database on a daily basis and follow up unexplained absences, monitor and feedback to the headteacher as necessary.  
3 Oversee the schools online dinner system and liaise with the catering department regarding meals for children and follow any allergy specifications through with the Cook.
4 Ordering of goods, receiving and recording deliveries.
5 First Aid. Dealing with paediatric first aid in an appropriate manner. Administer medicines in line with the school policy and ensure the school is adequately stocked with first aid supplies.
6 Liaise with the other office staff to ensure the provision of an effective service to the local school community.
7 Undertaking any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
8 Maintaining a good relationship with parents and children 
9 Be aware of the Data Protection Act and other legislation to ensure confidentiality of records and information is maintained.


