JOB DESCRIPTION

Administration Assistant
Grade 6



Introduction

This job description describes in general terms the normal duties which the post-holder will be expected to undertake. However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.

The performance of all duties and responsibilities shown below will be under the reasonable direction of the Head Teacher. The Head will be mindful of her/his duty to ensure that the employee has a reasonable workload and sufficient support to carry out the duties of the post.

This job description will be reviewed at least annually and any changes will be subject to consultation. The school’s grievance procedure will be used to resolve any disagreement arising out of the job description.

Key Tasks

· Undertake reception duties, answering the telephone and face to face queries, and welcoming visitors in accordance with safeguarding procedures
· Ensure registers are completed on time, twice daily
· Follow up on students absences and lateness and ensure all unexplained absences are accounted for
· Support in the maintenance of record/information systems such as student records, and produce information as required e.g. attendance, student data
· Ensure lunch orders are entered correctly and provide summary to the kitchen in a timely manner
· Provide administrative and clerical support to colleagues
· Undertake general administrative procedures and processes and clerical duties, e.g. photocopying, filing, answering emails, distribution of communications
· Undertake word processing and other IT based tasks, including finance processing, using a range of software
· Undertake arrangements e.g. in support of school trips and events etc
· Provide refreshments and housekeeping for meetings and visitors
· Assist in the arrangement of meetings, coordinating with attendees and providing relevant documentation
· Take notes/minutes of meetings 
· Liaise with a range of internal and external stakeholders including students, staff, parents/carers, professionals, agencies, etc
· Maintain stocks and supplies
· Support Grade 9 with administrations task such as parent appointments 

Standards and Quality Assurance

· Support the aims and ethos of the school
· Attend team and staff meetings
· Be proactive in matters relating to health and safety
· Participate positively in training and professional development
· Take part in support staff appraisal

General Responsibilities

· Taking appropriate responsibility for one’s own health, safety and welfare and the health, safety and welfare of students, visitors and work colleagues in accordance with the requirements of legislation and locally-adopted policies; including taking responsibility for raising any concerns with an appropriate manager and for reporting accidents and incidents appropriately
· To carry out other duties as may be reasonably assigned by the line manager
· Be aware of and support difference and ensure equal opportunities for all
· Be aware of and comply with the Trust’s policies and procedures,
· The jobholder is expected to observe their obligations in accordance with the Trust’s Safeguarding Policy, and to report any concerns that they may have regarding a child or young person’s welfare to the appropriate person.

· The jobholder is expected to comply with the provisions of the General Data Protection Regulation. Any information they have access to, or are responsible for, must be managed appropriately and any requirements for confidentiality and security observed. Information must not be disclosed to any person or Authority without observing the correct procedure for disclosure as set out in the Trust’s GDPR Policy.
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SELECTION CRITERIA


	Essential
	Desirable

	Knowledge and qualifications

	· Good numeracy/literacy skills, equivalent to GCSE Grade
· 4 or above (Grade C on old scaling)
· Knowledge of software packages and applications including Microsoft Word, Excel, internet, email
· Willingness to undertake training in other software packages
	· First aid trained
· Fire Marshall trained

	Experience

	· Experience of an administration or customer service role in a busy environment
· Prioritising workload
· Working in a team and on own initiative
	· Previous experience of working in a school or office environment
· Providing administrative and organisational support to colleagues
· Working with students with SEND

	Abilities, skills and competences

	· Friendly, flexible and welcoming approach
· Good keyboard skills
· Methodical and accurate approach to work
· Able to communicate effectively, verbally and in writing, to a range of audiences, e.g. staff, students, visitors, parents
· Willingness to undertake First Aid training and to support the medical and first aid needs of students.
· Willingness to undertake Fire Marshall training
· Able to cope with interruptions and remain calm under pressure
· Able to work to tight deadlines and prioritise tasks, using own initiative while following directions
· Willingness to take on new tasks as the role evolves
	




	· Able to promote a positive working environment, and work collaboratively with colleagues
· A confidential and discreet approach
	

	Other

	· Motivation to work with students with special educational needs in a school setting
· Willingness to undertake CPD and training
· Commitment to safeguarding, and the welfare of children and young people
· A respectful approach to children and young people with SEN
· High standards of professional conduct
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