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JOB DESCRIPTION

Job Title:


Administrative Assistant 
Pay Range:


B1 (SCP 13-17) 
Hours:


37 hours per week Term Time Only + 5 Training Days 
Responsible to: 

Business Manager 

Role: 

In liaison with the Business and Operations Manager/Principal, to be responsible for ensuring delivery of a high quality and efficient service within the administration area. To assist in providing a range of administrative support for internal and external customers.

1. To work as part of a team to provide customer focused services

2. To liaise with colleagues in order to prioritise work to meet conflicting deadlines

3. To maintain accurate records and track progress of work

4. To assist with the induction of new staff including the demonstration of duties.   

5. Ordering and monitoring stock supplies 

6. To undertake administrative duties including:

a. Preparing routine correspondence and standard forms 

b. Managing meeting rooms and dealing with hospitality and signing-in of  visitors

c. Preparation of certificates, new parent/carer packs, handbooks, etc

7. Assist with the arrangements for schools trips and events etc.

8. Act as the first point of contact for visitors, parents and pupils – both in person and on the telephone. It is expected that everyone will be dealt with in a courteous, professional, calm and friendly way

9. Provide an excellent customer service to parents, pupils, colleagues and visitors to the academy

10. Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents and staff as required.  

11. To use IT applications and databases effectively to deliver administrative tasks. To input and retrieve data using computerised systems including SIMs

12. To collate and prepare information from a variety of sources including basic reports such as those relating to pupil data etc.

13. Take notes at meetings as required

14. Operate relevant equipment/ICT packages e.g. word, excel, databases, spreadsheets, Internet

15. Undertake general financial administration e.g. processing orders and/or cash handling

16. To assist in processing time/attendance sheets and maintain records for all staff under the guidance of the Business and Operations Manager

17. Maintain stock and supplies, cataloguing and distributing as required

18. Attend and participate in relevant meetings as required

19. To communicate effectively with internal and external customers in relation to work undertaken

20. To work with colleagues to help improve work organisation and effectiveness

21. Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality, equality and diversity and data protection, reporting all concerns to an appropriate person

22. Contribute to the overall ethos/work/aims of the academy

23. To undertake any other duties that are commensurate with the job evaluation outcome for this post


