JOB DESCRIPTION:  Office Support

Position:			Office Support

Staff member:

Directly Responsible to:	Office Manager, Principal

General Statement of Responsibilities
1. To provide an effective communication link between the office, staff, BoT and wider school community.
2. To have oversight and responsibility for the school’s financial records providing accurate statements that meet auditing purposes.
3. To assist with the daily attendance records through Kamar.
4. To undertake staff support duties as required (see below).
5. To produce the school’s fortnightly newsletter.
6. To maintain and communicate with the Website provider to keep website information up to date.
7. To accept extra responsibilities as negotiated with the Office Manager / Principal.

Office Duties
· Receptionist (Shared)
· Telephonist (Shared)
· Attend to students, staff and parents/caregivers needs as required (Shared)
· Uniform Sales (Shared)
· Stationery Sales (Shared)
· Order supplies as required for Office and general use (Shared)
· First Aid (Shared)
· Lunch Distribution and clean up (Shared)
· Assist and Support the Senior Management Team as required (Shared)
· Distribution of relevant office emails (Shared)
· Other duties as required by the Office Manager
Staff and Student Support
· Photo Copying (Shared)
· Laminating and binding (Shared)
· Document design for staff as required (Shared)
· Support students purchase of SWPB4L prizes for end of term

Finance
· Receive and receipt all money (Partially shared)
· Invoice and provide parents with receipts for fees paid (Partially shared)
· Receive and process all Accounts Payable for payment
· Complete payment of all Accounts Payable
· Transfer of funds as required
· Maintain Xero details as required
· Maintain Moneyworks details as required
· Ensure adequate funds available in operating account
· Preparation and filing of two monthly GST return
· Preparing banking and dispatch to WDC for courier
· Prepare Finance report for the Finance and BoT meetings
· Provide regular financial updates to the Principal, BoT, and Heads of Departments 
· Prepare/provide Year end information requested by accountants (Finance related)
· Prepare/provide audit detail for Auditors as requested by auditor (Finance related
· Liaise with Insurance Broker to keep insurance updated
· Work with Property Manager to provide any property paperwork to Argest/MoE
· Download Financial Information from MoE Portal
· Email fortnightly statements via Kamar to parents/caregivers 
· Attend Solutions and Services training each year
· Maintain School Rental Properties paperwork and liaise with Property Manager for any maintenance/financial requirements
· Prepare floats for various school activities as required
· Assist Senior students with Formal financial/organisation information (partially shared)
· Minutes for Finance Committee
Student Data and Reports
· Enter school absentees as required to back up the office manager
· Support with entering parent interviews for parent/caregivers (Shared)
· Newsletter compilation and distribution
· Update website as required and source material for Website (Updated by Digital Journeys)
· Checking of reports before they are entered into Kamar (Shared)
Other duties
· DG Murray Hall and Mini-bus bookings (Shared)
· Swimming pool Secretary – including pool fees and keys (partially shared)
· Glenorchy Educational Charitable Trust Secretary (if required)
· Funding applications
