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	St Paul’s C of E Junior School 

Job Description – Office/General Assistant


	School:
	St Paul’s Church of England Junior School

	Grade:
	3


Principle Responsibilities

· To be an ambassador for the school when greeting parents and other visitors

· To provide general receptionist duties

· Administer first aid
· Distribute milk at breaktime

Role

· Welcome all visitors to school and ensure they follow appropriate health, safety and child protection procedures.

· Act as a first point of contact for visitors, parents and pupils – both in person and on the telephone, in a courteous, professional, calm and friendly manner.

· Take messages and distribute items brought into school for pupils.
· Data entry to maintain and update pupil database. 
· Administer minor first aid as required, look after sick and injured pupils, informing parents and staff. Undertake initial and subsequent refresher first aid training.   
· Escort contractors whilst on site.
· Adhoc duties to support the admin team such as photocopying, keeping notice boards up to date, ensuring the admin area is tidy and well kept.
· Assist with minor adhoc maintenance jobs as they occur.
· To be aware of and comply with all policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting any concerns to an appropriate person.
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	St Paul’s C of E Junior School 

Person Specification – Office/General Assistant


	When completing your application, please ensure you provide clear examples of how you meet the essential and desirable criteria.

	Attributes
	Essential
	Desirable

	Experience
	Experience of working in a busy office environment and knowledge of general office procedures and practices.
	Experience of SIMS.net package

	
	Working knowledge of Microsoft Word, Outlook, Excel & Publisher.
	Experience of working in a school

	
	Good standard of literacy.
	

	
	First aid certificate or willingness to undertake first aid training.
	

	
	Able to accurately input and retrieve information from databases and other information systems.
	

	

	Personal Qualities
	A good understanding of the importance of the “front of house” role.
	

	
	Well organised and the ability to prioritise effectively.
	

	
	Helpful, with a calm and professional manner.
	

	
	Ability to interact with a wide range of people, both in person and over the telephone including parents, staff, children and official visitors.
	

	
	Good attention to detail and accuracy.
	

	
	Excellent interpersonal skills.
	

	
	Ability to stay calm under pressure.
	

	
	Excellent team player, but able to work effectively on own when necessary.
	

	
	Ability to work in a busy office environment that at times requires a high level of concentration whilst coping with frequent interruptions.
	

	
	Good sense of humour.
	



