Weekly Administration Schedule — Chris Brown (Administration Officer)

Check and action emails
Reception

General Administration duties
Student Absence Report

Check and action emails
Reception

General Administration duties
Student Absence Report
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Check and action emails
Reception

General Administration duties
Prepare school newsletter
Student Absence Report
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Check and action emails
Reception

General Administration duties
Student Absence Report

Time Monday Tuesday Wednesday Thursday Friday
8.00am to 9.00am Answer phones Answer phones Answer phones Answer phones Answer phones
e  Students —absences e  Students —absences e  Students —absences e  Students —absences e  Students—absences
Absentee SMS to parents Absentee SMS to parents Absentee SMS to parents Absentee SMS to parents Absentee SMS to parents
Rgﬁption counter enquiries Reception counter enquiries Reception counter enquiries Reception counter enquiries Reception counter enquiries
9.00am to 11.00am Daily Administration Meeting | Daily Administration Meeting | Daily Administration Meeting | Daily Administration Meeting | Daily Administration Meeting

Check and action emails
Reception

General Administration duties
Student Absence Report

1.00pm to 2.30pm Reception Reception Reception Reception Reception
General Administration duties | General Administration duties | General Administration duties | General Administration duties | General Administration duties
Discretionary Duties Discretionary Duties Discretionary Duties Discretionary Duties Discretionary Duties
Petty Cash - balance
2.30pm to 3.30pm Reception Reception Reception Reception Reception
General Administration duties | General Administration duties | General Administration duties | General Administration duties | General Administration duties
Discretionary Duties Discretionary Duties Discretionary Duties Discretionary Duties Discretionary Duties
Student enquiries Student enquiries Student enquiries Student enquiries Q- Student enquiries
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3.30pm to 4.00pm Filing Filing Filing Filing Filing
Housekeeping Housekeeping Housekeeping Housekeeping Housekeeping
Staff Room Staff Room Staff Room Staff Room Staff Room
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fece ?'h oY .

- C\no\v\jes W\OAC

.-\/\,\\5 WECk \—o ./-\D\C\N.




