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	TAPTON SCHOOL
JOB DESCRIPTION



	DIRECTORATE


	EDUCATION

	SERVICE


	TAPTON SCHOOL

	POST TITLE


	ADMIN AND DISPLAY ASSISTANT


	SALARY RANGE


	BS2/Grade 3
£15,823 - £17,547 pro rata 
30 hours over 5 days for 39 weeks of the year

	RESPONSIBLE TO


	TAPTON SCHOOL OFFICE MANAGER

	RESPONSIBLE FOR


	

	HOLIDAY AND

SICKNESS RELIEF


	

	PURPOSE OF JOB


	PROVIDE ADMINISTRATIVE ASSISTANCE TO MEMBERS OF THE SCHOOL’S LEADERSHIP TEAM, BE RESPONSIBLE FOR PRODUCING AND MAINTAINING SCHOOL DISPLAYS


	JOB DESCRIPTION FOR POST OF:-  ADMIN ASSISTANT

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her responsibilities within the spirit of Tapton School Academy Trust’s Policies and Procedures, in particular the Trust’s Policies on Equal Opportunities and Health and Safety and also, within the framework of the Education Act 1996. 

· Provide and maintain administrative assistance to members of the senior leadership team, specifically the KS3 and KS4 Progress Leaders.  This to include word processing of letters, reports, minutes of meetings, PowerPoint presentations, production of leaflets/certificates/flyers to high levels of accuracy and presentation.
· Collation of information using the school’s management information system to create spreadsheets/data sheets. 

· To arrange intervention meetings/student review meetings for the KS3/4 leaders.
· To work with departments and the senior leadership team to ensure the school displays are maintained to a high standard. 
· To on occasion provide support in the main office helping to provide a reception service for visitors and pupils.
· Attend and participate in relevant meetings

· Establish constructive working relationships with members of the school team
· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/ethics of the school

· Participate in training and other learning activities as required

· Recognise own expertise and use this to advise and support others

To undertake any other duties and responsibilities, which do not change the character and purpose of the post as, may be determined after negotiations between management, the postholder and the appropriate trade union.
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TAPTON SCHOOL ACADEMY TRUST
PERSON SPECIFICATION FOR THE POST ADMIN ASSISTANT
	Minimum Essential Requirements
	Method of Assessment

	Skills/Knowledge
	(e.g. Interview, Application form, test, assessment, etc)

	Experience of working with Microsoft Office including Publisher and or/SIMS software is desirable.
	Application/assessment

	Experience of working in a supportive role to management
	Application/references

	Experience of working in a school or other busy office environment
	Application/references

	Proven track record of organisational ability
	Application/references

	Self motivated, enthusiastic, able to prioritise and  work on own initiative when appropriate
	Application/interview/references

	
	

	
	

	
	

	
	

	Experience/Qualifications/Training etc.

(if any)


	

	Good all round education
	Application/assessment

	Computer based qualification is essential
	Application

	Willingness to undergo further training
	Application/interview

	
	

	Work Related Circumstances

(including Working Conditions)
	

	Understanding of and commitment to the promotion of health and safety in the workplace
	Application/interview

	Tapton school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
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