WESTBURY SCHOOL
JOB DESCRIPTION

CLERICAL ASSISTANT – PART TIME (10 hours)
.
GENERAL DUTIES

Responsible through the school Office Manager to work as part of a team to undertake the following duties.  
1. General clerical support including typing, photocopying, filing of reports of both a general and a confidential nature;  typing and checking of statistical returns etc, as necessary.

2. Collection, balancing, of school dinner money, completion of dinner registers and provision of statistical information as required.

3. Electronic maintenance of pupil records and files as required using the schools SIMS and FMS system.

4. Sorting and distribution of post; receipt of goods, checking goods against orders.

5. Undertaking receptionist/switchboard duties.

6. Ensuring that Education Department circulars and City Treasurer's regulations on financial procedures are adhered to in so far as they relate to the clerical work within the school office.  
7. 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.

Duties to be undertaken under the direct and regular supervision of the senior post.
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