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	Post Title:
	Clerical Assistant Level 2


	Grade:
	Grade 3


	Support Staff Framework Ref:
	J1572



	Responsible to:
	HR Officer


	Hours:
	17.5 hours per week (Term time + 1.2 weeks)



	Job Summary:

To work closely with the Principal, HR Officer and Principal’s PA, staff, parents and other visitors to provide an efficient and effective reception service and clerical support. To contribute to the ethos of the Academy through the stated aims, objectives and policies.  To work with Information Technology and associated systems.



	Personnel Specification:

a) Equal Opportunities:  The post holder is expected to have a knowledge and awareness of the Academy’s Equal Opportunity Policy and to implement its provisions in the execution of the post’s duties.

b) Experience and qualifications:  As appropriate to undertake the major duties of the post.

c) Skills: As appropriate to undertake the major duties of the post.

Disclosure Level:  Enhanced



	Major Duties:
· To work closely with the HR Officer who will act as your Line Manager;
· To be responsible for reception duties on the Trent Campus, but with flexibility to cover on the other campuses when required;
· To manage the switchboard and be responsible for taking telephone calls and ensuring messages are actioned; 

· To ensure all absences are collated and reported to the Attendance Team promptly;
· To be responsible for distributing and despatching post each day, including parcels;
· To produce daily notices for staff and students;
· To offer a booking service to staff, using Google Mail to record room bookings and mini bus bookings, etc;

· To meet and greet all supply teachers who attend the Academy and to ensure ID and DBS checks are photocopied and forwarded to the SENDCo/Cover for checking;
· To work closely with other members of the admin team and offer support as required including Sims.net and CTF transfer files;
· To assist in the administration of Wise Pay queries and student ID cards.

· To liaise with teaching and support staff offering a word processing service to staff as and when required;
· To provide a quality service to students, parents and staff;
· To assist in maintaining filing systems;
· To assist with the provision of statistical returns if required;
· To undertake photocopying and collating as required;


	In addition:

(a) To make suggestions to improve the ongoing effectiveness of support staffing
(b) To comply with the requirements of Health & Safety; other relevant legislation and Academy documentation
(c) To undertake any other reasonable duties within the overall function, commensurate with the grading level and responsibility, of the job
(d) To understand and comply with the Academy’s Equal Opportunities Policy
(e) All support staff will work on INSET days
(f) Holiday leave will be in line with the policy for all support staff.  Annual leave cannot be taken during term time
(g) All staff are expected to work in a flexible and versatile manner as directed by their line manager
(h) To take part in a Performance Review system.

(i) To support the Academy’s Learning Agenda.
(j) To work within the requirements of the Safeguarding Children’s Policy.

(k) To have a responsibility for promoting and safeguarding the welfare of students.
· Commitment to Safeguarding Children  

· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with by:

· Having an awareness of school safeguarding policy and procedures regarding child protection

· Become aware of the signs and symptoms of abuse by attending relevant safeguarding training

· Understand and support the Academy by attending training relevant to current national safeguarding issues such as The Prevent duty, Child Sexual Exploitation, Female Genital Mutilation.

· Report all causes for concern to the Safeguarding team using detailed and accurate information.

· Ensure the safety of all pupils in the school learning environment both indoor and outdoor

· Being fully aware of and understanding the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people.



	Notes:

a) The above responsibilities are subject to the general provisions of the appropriate conditions of service document and any authority interpretation as discussed with support staff associations.
b) The detail of the duties will be determined following consultation with the postholder.
c) The Academy operates a no smoking policy on campus


CHILDREN AND LIFELONG LEARNING – HR SERVICES

PERSON SPECIFICATION

CLERICAL ASSISTANT LEVEL 2

	Essential Criteria
	Measured by

	Experience

General clerical/administrative/financial work
	AF/I

	Qualifications/Training

NVQ 2 Business and Administration or equivalent qualification or experience in relevant discipline.

Good numeracy and literacy skills.
	AF/I

	Knowledge/Skills

Effective use of ICT packages.

Ability to use relevant equipment/resources.

Good keyboard skills.

Knowledge or relevant policies/codes of practice and awareness of relevant legislation.

Ability to work constructively as part of a team.

Ability to relate well to children and to adults.

Good organising, planning and prioritising skills.

Methodical with a good attention to detail.
	AF/I

	Behavioural Attributes

Customer focused.

Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect.

Open, honest and active listener.

Takes responsibility and accountability.

Committed to the needs of the students, parents and other stakeholders and challenge barriers and blocks to providing an effective service.

Demonstrates a ‘can do’ attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations.

Is committed to the provision and improvement of quality service provision.

Is adaptable to change/embraces and welcomes change.

Acts with pace and urgency being energetic, enthusiastic and decisive.

Communicates effectively.

Has the ability to learn from experiences and challenges.

Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills.


	


AF – application form
                             I – Interview
Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:
· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.

