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JOB DESCRIPTION

	Post Title:
	Apprentice - Business Administration Assistant 

	
	

	Name:
	

	
	

	Purpose:
	· To promote actively the Catholic ethos of the school in accordance with the wishes of the Governors and under the direction of the Headteacher.

· To manage the main school reception and switchboard.

· To provide clerical and administration support to the school.

	Reporting to:
	Office Manager

	
	

	Responsible for:
	School administration work

	
	

	Liaising with:
	All staff to support the administration function of the school

	
	

	Working Time:
	Term Time Only (190 days) 37 hours per week

	
	

	MAIN (CORE) DUTIES:

	General:
	· to be a member of the school’s administration support team which, through clear communication and direction, maximises the quality of support offered to students, staff, Governors and parents.

· to deal with students, staff, parents  and visitors.

· to word-process school documents.

· to further develop the use of ICT in our school admin set-up.

	
	

	The job will include the following duties:
	To assist with 

· the management of the school switchboard and main reception
· students reports

· data processing

· filing

· data input in to a variety of systems
· the daily post, incoming, outgoing and arranging collections

· Meeting room preparations ensuring adequate provision of refreshments

· Answering and making telephone calls

· Developing systems in to continuous improvement of the administration within the school.

· to carry out admin duties as required by Office Manager.

	Staffing:
	· to adhere to the apprentice training agreement

· attendance to college one day per week to complete the assigned course

· participate in further training and professional development
· to continue personal development in the relevant areas
· to work as a member of a designated team and to contribute positively to effective working relations within the school.

	
	

	Quality Assurance:
	· to help to implement school quality procedures and to adhere to those.

	
	

	Management information:
	· to maintain appropriate records and to provide relevant accurate and up-to-date information.

· to assist in providing relevant information in locating students.

· to ensure that student files are available and up-to-date.

	
	

	Communications:
	· to communicate effectively with the parents of students as appropriate.

· where appropriate, to communicate and co-operate with persons or bodies outside the school.

· to follow agreed policies for communications in the school.

· to contribute to the development of effective links with external agencies.

	
	

	Management of Resources:
	· to co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school and the students.

	
	

	Other Specific

Duties:
	· to play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.

· to promote actively the school’s corporate policies.

· to comply with the school’s Health and Safety policy, to undertake risk assessments as appropriate.

· whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· You will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· You are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.
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