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Metropolitan Borough of Calderdale

Savile Park Primary School 

Job Description

Post Title:
Apprentice Business Administrator 
Grade:
£6.40 in the first year of apprenticeship, National Minimum Wage in second year
Prime Objectives of the Post
To complete the Business Administrator apprenticeship while assisting the School Business Manager in the management of a comprehensive administrative and finance support service to the Headteacher, teachers and the school. To promote and maintain a professional and courteous service, which is consistent with the school’s ethos.
Responsible to:   
Headteacher
Main Duties and Responsibilities
1. 
To assist with the administration of the school’s attendance registers and school dinner online system.
2. 
To provide Reception duties, in a busy office environment. This will include dealing with parents, external agencies, staff and other visitors face to face, via the school’s communication system, via email and via the telephone.
3. 
To be responsible for updating and maintaining administrative systems, ensuring that all pupil data records are kept up to date.
4. 
To carry out clerical duties under the direction of the School Business Manager or Senior Leadership. This may include the production of letters for parents and other necessary reprographics.
5. 
To understand the procedures in place to maintain the safety of children, staff and visitors in school with particular importance on maintaining the security of the front entrance and ensuring that signing in procedures are adhered to

6. 
Undertake other duties commensurate with the grade and level of responsibility defined in this job description.

Variation 

This job description will not be varied without consultation with the post holder.
This school is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expect all staff and volunteers to share this aim.

This position is subject to criminal records check from the Disclosure and Barring Service (formerly CRB) which will require you to disclose details of all unspent and unfiltered spent reprimands, formal warnings, cautions and convictions from your application form.
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