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WESTERN CAPE EDUCATION DEPARTMENT

JOB DESCRIPTION

A. GENERAL INFORMATION
Job title


:
Administration Clerk – Public Ordinary or ELSEN 

School 

Name


:


Persal number

:

Dept/Component
:

Location

:

Date


:

Post level

:

Job weight

:

Core


:
Administrative line function and support personnel

Reports to:

:
Principal/Delegated Authority

Organogram

:




B. JOB PURPOSE

To render an efficient and effective administrative support service to the school and the principal’s office

C. DIMENSIONS OF POST

· Staff expenses

:
None

· Budget


:
None

· Equipment

EQUIPMENT

Equipment


Replacement Value

Personal computer and printer


Telephone system


Fax machine


Intercom system


Photocopying machine


*Laminating and binding machine


*High speed electrical binder (Risograph)


*Scanner


Colour printer


Audio-visual equipment


D.
MAIN OBJECTIVES

· Secretarial duties

· Assist the principal with financial matters

· Diverse administrative functions
Authorisation

· WCED circulars/policies

· Public Service Act/Regulations

· Any other applicable legislation/regulations

· School Safety Plan

· Public Service Code of Conduct

· Code of Remuneration (CORE)

· School Policies
· Etc.

Main objectives:

(Key performance area/Main area of work to be performed)
Job Output:

(What should the result be that indicates that the main objectives had been achieved successfully?) 
Activities:

(Specific activities, which need to be done in order to achieve the desired output.)
Target Date/

Frequency:

(Indicates a commitment date for completion of output)
Standards: 

(Qualitative and/or quantitative)

Secretarial duties.
Effective administration of the principal's office and the reception area.
· Answering and making telephone calls on behalf of the principal, and referral of calls appropriately.

· Receiving and sending faxes.

· Receiving and sending e-mails.

· Keeping a telephone register in respect of long distance and cellular phone calls.

· Maintaining the principal's diary.

· Arranging engagements/ meetings.

· Gathering and processing information as requested by the principal and offices of the WCED.

· Maintaining a filing system for records of correspondence, manuals, expenditure, inventory, etc.

· Typing for the principal and other departments of the school.

· Typing of examination papers.

· Acting as secretary in forums and meetings.

· Controlling diverse documentation for completion and checking for accuracy.
· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Quarterly.

· Daily. 

· Daily.




Assist the principal with financial matters.
Procurement of goods.
· Obtaining 3 quotations.

· Receiving approval from principal/ governing body before placing order.

· Ordering of provisions, stationery, school and hostel equipment. 
· Weekly.

· Daily.

· Daily.





Efficient general accounting practices.
· Checking all accounts against invoices (stationery, school needs, fuel, etc.)

· Presenting cheques for signature.

· Dispatching cheques.

· Entering all charges in the fees ledger.

· Preparing and typing accounts.

· Checking on payments and sending out reminders when parents slip-up on payments.

· Receiving money and issuing receipts for the following:

· School fees

· Fund-raising

· Music fees

· Computer fees

· Cafeteria

· Sport clothes

· Rental of equipment/ buildings

· Extra curricular activities

· Receipting and banking all monies in appropriate accounts.

· Entering receipt and expenditure.

· Handling of petty cash.

· Ensuring adequate receipt books and vouchers.
· Daily.

· Daily.

· Daily.

· Daily.

· Daily.

· Continuously

· Daily

· Daily.

· Daily.

· Daily

· Monthly





Preparation of financial statements.
· Collation of Income & Expenditure Statement for presentation to the Governing Body.

· Preparing monthly statements.
· Monthly

· Monthly.



Payment of contract and governing body personnel.
· Distributing I.R.P.5 Tax Certificates issued by the WCED 

· Distributing of I.R.P. 5 certificates in orderly manner

· Checking addresses for staff members no longer at the school

· Keeping record of all annual salaries and wages for tax calculation purposes

· Administering salaries of personnel paid by Governing body

· Calculation and issuing of cheques, 

· Unemployment Insurance Fund calculations and paying over to the State

· S.I.T.E. and P.A.Y.E. deductions and paying over to the Receiver of Revenue

· Compiling of wage sheets

· Calculation of pro-rata bonuses

· Drawing of wages and making up of wage packets

· Calculation of retrospective increases when additional funds are made available

· Application for withdrawals from the Pension Fund

· Distributing I.R.P. 5 and issue I.T. 3 Tax Certificates to staff paid by the governing body.

· Managing all other tax-related affairs.
· Monthly.

· Monthly.

· Monthly.

· Monthly.


Diverse administrative functions.
Provision of support. 


· Making logistical arrangements for meetings/events, etc.

· Issuing stationery to educators.

· Assisting with school functions and activities.

· Assisting with fund-raising initiatives at the school.

· Liaising with business  communities/parents/ etc. with regard to fund-raising.

· Arranging for repairs to equipment etc.

· Assisting with arrangements for sport meetings and for the preparation of meals for officials and educators.

· Leasing out the school’s facilities.

· Controlling the Inventory

· Handling all learners' administration.
· Weekly.

· Weekly.

· Weekly.

· Weekly.

· Weekly.

· Weekly.

· Monthly

· Daily

· Quarterly

· Annually



Administration of personnel related matters
· Assisting with the placement of adverts for vacant posts.

· Requesting Unemployment cards for employees.

· Keeping leave register for staff in employ of governing body.
· Occasionally

· Occasionally.

· Daily



Provide learner support.
· Making appointments for learners with doctors, dentists, hospitals etc. 

· Dispatching hearing aid equipment for repair and distributing when returned.(ELSEN)

· Making phone calls for pupils in cases where the learner is disabled. (ELSEN)
· Daily

· Monthly

· Occasionally



Provide support during examinations.
· Dispatching entry forms and examination scripts to the various examiners by registered mail or courier.
· Annually





Administration of Feeding Scheme.
· Receiving food supplies.

· Keeping inventory of food supplies.

· Distributing of food as necessary.

· Ordering supplies.

· Keeping duty register of chefs/volunteers.

· Submitting monthly reports to the Peninsula/other feeding schemes.
· Daily/Weekly.

· Daily.

· Weekly.

· Monthly.

· Monthly.

· Monthly.



Administration of transport matters.


· Liaising between school and parents when arranging transport (bus late or involved in an accident)

· Arranging transport for school outings.

· Arranging transport to clinics, hospitals.
· Occasionally.

· Occasionally.

· Occasionally.



Provision of First Aid.
· Administering First Aid to learners in cases of minor injuries.

· Keeping First Aid inventory and ensuring that there are sufficient supplies in first aid kit.
· Occasionally

· Occasionally.


D. DELEGATIONS

None

E. WORK PERFORMANCE PROFILE

1.
Main clients and frequency of interaction

· The principal


:
Daily

· The school staff


:
Daily

· The learners


:
Daily

· The school governing body

:
Monthly

· The public/community

:
Daily

· The parents



:
Daily


Clients' expectations

· Rendering of an efficient and effective service at all times

· Professionalism

· Loyalty

· Ability to work independently

2. Indicators

· Feedback or complaints on duties performed

· Feedback or complaints from clients

· Audit reports

· WCED 043 quarterly reports

· Annual financial statements

· Feedback from supervisor

F. COMPETENCY PROFILE

Job Knowledge and Skills
Personal Attributes
Learning Fields



· Computer literacy

· Ability to perform routine tasks

· Interpersonal skills

· Ability to file 

· Ability to operate fax and photocopy machine

· Verbal communication skills for the helpful and polite communication of information 

· Written communication skills for the writing of memos, letters, notes, and reports

· Team-player skills


· Maintain confidentiality

· Positive attitude and co-operative

· Responsible

· Reliable

· Polite

· Helpful

· Honest

· Loyal

· Motivated


· Financial administration

· Personnel administration

· MS Office

· Etc.

G. CAREER PATHING

The individual (post incumbent) must determine his/her own career path based on an open competition principle. This implies promotion and/or lateral transfers within or outside WCED.

Progression to next post is subject to

· Availability of post (advertised)

· Satisfactory work performance

· Conforming to the applicable recruitment and selection criteria

Requirements to be met for promotion

Subject to the requirements as advertised and the post incumbent’s career choice

I.
JOB DESCRIPTION AGREEMENT

We, the undersigned, hereby agree to the content of the job description, which was consulted and is valid for the period …………………………… to ……………………..

…………………………………………..


………………………………..

Signature of post supervisor/Head


Signature of post incumbent

Date:






Date:

Administration Clerk








Principal/                                    


Delegated Authority
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