JOB DESCRIPTION – Office Assistant
NOOR UL ISLAM’S INSPIRE MADRASSA 





Reporting
· The postholder will report directly to the Madrassa Manager
· The postholder will work at the Madrassa – primarily at Noor Ul Islam, High Road, Leyton.

Essential Criteria:
· Good Administration skills and have good command in working with MS Office.
· Excellent communication skills both oral and written.
· Enthusiastic and strong organisational skills.
· To be able to track performance and be able to set targets for satisfactory improvements.

SPECIFIC DUTIES

1.  To maintain at all times the practice and demeanour of a Muslim aware of one's duties in this life and accountability in the next life for one's actions, and to relate this' Aqeeda to the following duties.

2. To maintain and uphold the confidential nature of madrassa matters, records and documents, especially those relating to pupils and fellow staff members.

3. To Keep accurate records of all Madrassa pupils in the main database file.

4. Ensuring medical information, collection of child details and other important information has been given to related teachers.
 
5. Maintaining the waiting list of pupils who have shown interest in joining the Madrassa.

6. Chasing non payment of fees from Madrassa parents and ensuring all fees are been paid.

7. Drafting all Madrassa correspondence, emails, and letters as directed by the Manager.

8. Typing of all assessment and exam related materials as supplied by teachers.

9. General administration help given to the Head Teacher of Madrassa if required.

10. Participating in In-Service Training.

11. Participating in Staff/Management Meetings (SMT).

12. Participate in additional madrassa activities, including prize giving ceremonies.

13. Ensuring termly newsletter for Madrassa is produced.

14. All children-related materials like diaries, or any material given by teachers, is produced and given to children. 

15. [bookmark: _GoBack]To carry out any other reasonable duties as and when required by the Madrassa Manager.
