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Balcombe C E (C) School

London Road, Balcombe, West Sussex, RH17 6HS


Headteacher: Wendy Millbanks

Telephone: (01444) 811403


Email: office@balcombeschool.co.uk

www.balcombeschool.co.uk
ADMINISTRATIVE ASSISTANT / CLERK TO GOVERNORS

1. General Details

Hours: 20.5 (DAYS and times to be NEGOTIATED) Plus Clerking hours to be claimed, term time only 

Salary Grade: 3/ 4 dependant on experience. £18,065/£18795 per annum (PRO rata)
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Balcombe is a friendly village community situated midway between Crawley and Haywards Heath in a designated area of outstanding natural beauty.  The school plays an active part in community life.

Balcombe School is a small, but highly regarded Church school.  Our children are split between five classes and taught by a team of highly skilled, committed staff.  The school is surrounded by beautiful countryside which enables our children to have good access to outdoor learning. The school was graded good by Ofsted in Autumn 2017 and is described by our parents as “a little gem”.
2. Purpose of the Role

To be responsible under the guidance of the Headteacher and Bursar for undertaking administrative and organisational processes within the school
Main duties – Administrative Assistant

1. To be the main point of contact for all visitors into the school via the telephone and reception, ensuring a welcoming and professional approach to all visitors to the school.

2. To undertake reception duties, including the signing in and out of all visitors, and ensuring that our safeguarding procedures are adhered to.

3. To receive and respond to enquiries from parents in person, on the telephone and by email.
4. To liaise with school staff, members of the Local Authority and outside agencies as appropriate, including assisting with arrangements for visitors to the school

5. To open and distribute post on a daily basis.

6. Open all deliveries and check orders. 

7. To send out messages to parents and staff using School comms as and when instructed.

8. To forward email, telephone call and visitor messages to the appropriate member of staff and ensure timely responses.

9. To undertake day to day administrative duties.

10. Preparing and maintaining class lists.

11. Deal with First Aid incidents as necessary and record on the First Aid log, make parental contact when necessary.  Order and maintain First Aid supplies.
12. To be responsible for alerting Governors and Headteacher or other staff members when policies need updating.

13. To support with typing and making appropriate changes to policies and uploading to the website or server.

14. To undertake general and day to day administration tasks using Word and Excel.

15. To provide administrative and secretarial support to the Head teacher.

16. Preparing information & admission packs for new parents and in organising for open days and new parent evenings.

17. Manage electronic attendance records.

18. Be responsible for all office stationery, monitor stationery levels and re-ordering as required, including copy paper

19. Liaising with after school club providers to compile and administrate clubs.
20. Organising and managing school photographs twice yearly
21. Updating Google Calendar, displaying in the staff room with the weekly timetable of events and meetings.

22. Keeping the school website up-to-date

23. Any such other duties as may be reasonably required, commensurate with the grade.
Main duties – Clerk to Governors

1. Attending evening meetings currently one every half term

2. Liaising with the Headteacher, Chair of Governors and Committee Chairs 

3. Writing up the minutes for each meeting

4. Training courses as required

5. Governing Body – general administration

3. Relationships:

· Line manager : Bursar

· Accountable to: Headteacher
The School is committed to safeguarding and promoting the health, safety and welfare of all children, young people, their families and staff.  This means that everything we do is designed to promote the safety and well-being of the children we work with, as well as that of children and young people in general. This post requires an enhanced DBS (Disclosure and Barring Scheme) check. The information contained herein is not intended to be an all-inclusive list of the duties and responsibilities of the job, nor are they intended to be an all-inclusive list of the skills and abilities required to do the job. 

Closing date for applications – 15:00 Wednesday 24th April
Interviews – W/C 29th April
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