ROLE OF THE ADMINISTRATIVE ASSISTANT

1.
Classification:

SSO 1

2.
Time Fraction:

0.6  
3.
Qualification:
Appropriate keyboarding skills and knowledge of computer applications

Roles and Responsibilities

The administrative Assistant will be expected to work as an effective member of the administrative team for the benefit of children, staff and parents. The assistant will work under the direction of the Business Manager. The Assistant will be expected to: -

· Co-ordinate the preparation and distribution of the school notices, etc.

· Provide clerical and keyboarding support to the Principal, School Council and staff.

· Provide a data and document production service to the principal and School Council e.g. publications, annual report, etc.

· Assist the Business Manager and Principal in the processing of student administration within a CASES environment.

· Prepare and coordinate the weekly newsletter.

· Enter data and retrieve reports regarding student enrolment, attendance, health family status, etc.

· Assist with Assets Register – as required.

· Liaise through reception with parents, students and visitors providing direction, information, advice and support as required.

· Work as an effective member of the administrative team for the benefit of children, parents and teachers.

· Coordinate school council minutes, photocopy and send folders home.

· Enter data in cash receipts / banking.

· Enter CSF Data.

· Administer first aid and medication as required.

· EMA – Distribution of cheques to parents or to voluntary levies.

· Assist with the ordering of office paper and supplies.

· Filing / Announcements / Record all outgoing mail and send

· Keep office and phones clean.

· Check fax, printer and photocopier for paper.

· Receipt and bank After School Care payments.

ROLE OF THE ADMINISTRATIVE ASSISTANT

1.
Classification:

SSO 2

2.
Time Fraction:

0.4  
Qualification:

Appropriate keyboarding skills and knowledge of computer applications

Roles and Responsibilities

The administrative Assistant will be expected to work as an effective member of the administrative team for the benefit of children, staff and parents. The assistant will work under the direction of the Business Manager. The Assistant will be expected to: -

· Co-ordinate the preparation and distribution of the school notices, etc.

· Provide clerical and keyboarding support to the Principal, School Council and staff.

· Provide a data and document production service to the principal and School Council e.g. publications, annual report, etc.

· Assist the Business Manager and Principal in the processing of student administration within a CASES environment.

· Entering Absence Data.

· Enter data and retrieve reports regarding student enrolment, attendance, health family status, etc.

· Assist with Assets Register – as required.

· Liaise through reception with parents, students and visitors providing direction, information, advice and support as required.

· Work as an effective member of the administrative team for the benefit of children, parents and teachers.

· Enter data in cash receipts / banking.

· Administer first aid and medication as required.

· EMA – On system.  Distribution of cheques to parents or to voluntary levies.

· Assist with the ordering of office paper and supplies.

· Filing / Announcements / Record all outgoing mail and send

· Keep office and phones clean.

· Check fax, printer and photocopier for paper.

· Receipt After School Care payments.

