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Job Description




Job Title:                        Administration Assistant– (Sixth Form / General)

Responsible to:	 Senior Management Links 

Responsible for:            Providing effective administrative and student support services 


Purpose of the Role:

To provide a high level of professional support across school as required enabling the school to improve teaching and learning outcomes for students. 

Promoting a professional office environment and creating good relationships.



Main Duties:
Provide administrative assistance to the sixth form team. To include:
· Dealing with telephone and personal enquiries from staff, students, parents and other callers
· Bursary: assessing the eligibility for the Bursary Scheme in conjunction with the Director of Finance.  Preparing Bursary documentation and liaising with the finance office for the administration of the Bursary.  Liaising with parents about personal finance in a confidential context.
· Collection of monies for events 
· Updating and administering Year 11 to 12 applications process using the on-line and paper systems.  Setting up Information, Advice and Guidance (IAG) Meetings.
· Attendance and Timetabling:  working with the timetabling staff to ensure appropriate changes to timetable are made.  Monitoring attendance and maintaining these records accurately, correcting anomalies and liaising with the 6th Form team and parents about attendance.
· Exams:  responsible for checking student attendance.
· To work collaboratively with internal and external customers and colleagues in relation to work undertaken. 
· Working positively with all students. Providing support as required for project work. 
· Working effectively with colleagues across school to provide excellent administration. For example, working within the Attendance department this will involve working with the Attendance Manager, SEND team, Teaching staff, Teaching Assistants, Behaviour and Welfare, DAHIT and Child Protection Team as necessary. For other school work/projects it may involve liaison with key links within the Behaviour and Welfare Team, Marketing, Reprographics, Finance, HR and Exams.
· Supporting with daily student absence; making phone calls, updating records, liaising with students and supporting with general administration and casework.
· To input and retrieve data using computerised systems, ensuring that all paperwork, records, databases and tracking systems are maintained and up to date for project work. 
· To prioritise work to meet conflicting deadlines.
· Ensure that measures are used to safeguard personal information relating to students and staff in accordance with statutory and other requirements, maintaining strict confidentiality at all times.
· To use IT applications and Databases effectively to deliver administrative tasks.
· To work with others to help improve work organisation and effectiveness.
· Take ownership of professional development, proactively engaging with training and development opportunities and assisting in the training of new team members.
· Maintain a detailed knowledge of manual and ICT based administrative systems and procedures used in the school. 
· To ensure promotion and support of all school policies, which will include; Safeguarding, Attendance, Equal Opportunities and Health & Safety procedures.
· Keep up to date with any changes in guidance that may affect the administration service working in a school environment. 
· Attend and support school events, this may involve supporting with some Parents Evenings and Open Evenings as required
· Work with the School Finance Team to ensure that financial resources are used effectively. 
· Be aware of and comply with policies and procedures relating to child protection, health, safety, confidentiality and data protection, reporting all concerns to the appropriate person.
· Support the effective management of behaviour of students as a professional member of staff.
· Contribute to the promotion of a positive view of inclusion.
· Contribute to the operation of a child centred approach to individual cases.
· Prepare and use specialist resources to support students.
· Maintain relevant filing and office systems. 


General

The duties and responsibilities outlined in this job description are not exclusive or exhaustive. The school reserves the right, following consultation, to amend or add to these duties where necessary to meet operational needs, provided that such duties are reasonable and commensurate with the role and the postholder’s pay grade.

All staff are required to uphold and actively promote the policies and procedures of the school. This includes a shared responsibility for safeguarding and promoting the welfare of children and young people, in line with statutory guidance, including Keeping Children Safe in Education (KCSIE).

In accordance with this responsibility, all staff are expected to:
· Maintain a vigilant and proactive approach to safeguarding at all times
· Be familiar with, and adhere to, the school’s safeguarding and child protection policies and procedures
· Act promptly and appropriately to report any safeguarding concerns in line with school procedures
· Follow safer working practices and uphold the highest standards of professional conduct
· Participate in safeguarding and child protection training as required

Safeguarding is defined as protecting children and young people from maltreatment; preventing impairment of health or development; ensuring they grow up in circumstances consistent with the provision of safe and effective care; and taking action to enable all children and young people to have the best possible outcomes.



	Economic Conditions: 

	Annual Leave:
	Term Time Only (including 10 additional days to support with training, events and examinations) 

Some additional days will be used to support exam results day in August (these dates vary each year).


	
Grade

Hours:
	
B1

37 hours per week  (usually 8.15am to 4.15pm, Monday to Thursday, Friday 8.15am to 15.45pm, as agreed with Line Manager) *Flexible on occasions to support calendared school events and exams

	
	

	Conditions of Service:
	NJC Conditions apply    




	Professional Development
There are opportunities for professional development and a comprehensive CPD programme for staff. 

Allerton Grange has a positive commitment to the training and development of employees in all areas. Similarly employees are also expected to adopt a positive attitude to any training provided and also to their own personal development.



	Relationships: The post holder will be required to maintain effective relationships with students, parents, staff and school governors. Along with any external agencies and the general public.




	Qualifications 
Good GCSE/A Level/NVQ Level and ICT qualification or equivalent experience is desirable.




	Physical and Working Conditions:
Newly refurbished modern office environment.  
Frequent use of IT equipment.  Professional dress code. No on site smoking facility. 




	Person Specification

Detailed below are the type of skills, experience and knowledge, which are required of applicants applying for the post.  Please ensure that you provide examples that clearly demonstrate you meet this specification in your application form. 




	Skills Required 

	Excellent literacy and numeracy skills
Able to communicate effectively, (in a polite, helpful and efficient manner) with a wide range of people, both face to face and over the telephone (Ability to relate well to children and adults)
Good time management, organisation skills and the ability to prioritise 
Ability to communicate effectively, orally and in writing
Able to work as part of a team
Accuracy and attention to detail 
Able to work under pressure and meet deadlines 
Able to identify problems, use initiative and refer to manager as necessary 
Flexibility in order to adapt to the changing needs of the school


	Knowledge/Qualifications Required 

	A good level of English and Maths GCSE or equivalent along with a sound knowledge of written and spoken English
Excellent ICT skills (Microsoft Office) including ability to use databases and excel
A comprehensive understanding of office procedures and working practice
An understanding of equal opportunities
Understanding of office administration processes
Understanding and awareness of child protection, safeguarding and student welfare


	Experience required 

	Working as a member of a team
Working with a variety of internal and external customers
Maintain accurate records using both manual and electronic systems
Dealing with queries from a wide range of people
Working in partnership with others to deliver work to set deadlines
Providing customer focused services
Demonstrating and using own initiative


	Behavioural & Other Related Characteristics required

	Commitment to fulfil all the requirements of the job and provide a good quality of service
Ability to work positively with colleagues creating a good working environment
Customer orientated and able to relate well to adults and children 
An ability to maintain confidentiality. 
Confidence, enthusiasm, flexibility, and responsiveness to work 
A desire to learn and to work with all to promote the aims of the school. 
Commitment to hard work, team work and supporting others
Present a positive personal image, contributing to a welcoming environment
An interest in education and schools
Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.
Commitment to Equal Opportunities and Safeguarding

Be able to fully commit to and demonstrate the following Allerton Grange behaviours and values:
· Integrity: We are consistent in our actions, with a deep commitment and courage to do the right thing for the right reason, regardless of the circumstances, that are always in the best interest of the school. 
· Compassion: We demonstrate a willingness and desire to be kind to others. We are thoughtful and aware of what others’ lives and experiences are like. 
· Humility:  We are without any ego; we think of others before our self. We are open to the opinions of others and allow them to undertake their role with independence. 
· Collaborative: We are collaborative in our approach and in the way we face challenge; working together, listening and learning from each other.
· Modelling: We model the highest of expectations for behaviour and conduct in everything we do. We lead by example and act as positive role models. 
· Diligent: We are diligent in our work. We concentrate persistently to achieve our goals whether personal, professional or academic. 
· Enabler: We enable others to act and bring about positive change. We build the trust, confidence and competence to succeed. 
· Learning agility: We recognise all experiences as learning opportunities. We question why things went well or not to plan/ not as expected.
· Emotional intelligence: We adapt our emotions in a positive way to mitigate negative emotions in others, enabling a better outcome to be found.
· Courage: We are confident in our own abilities to address challenges. We have a strong moral core, which others recognise. 
· Critical thinker (intellectual curiosity): We engage with a variety of sources of authority before deciding on a course of action.




	PERSONAL SPECIFICATION DESIRABLE REQUIREMENTS: It is desirable that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates are not required to meet all the Desirable requirements however these may be used to distinguish between acceptable candidates.  

**If you do not meet any of the desirable requirements we would still like you to submit your application as training can be provided in these areas.  





	Skills Required 


	Working knowledge of SIMS 
Working knowledge of ParentPay
ICT qualification (RSA CLAIT / European Computer Driving Licence / or equivalent)


	Knowledge required 


	
Understanding of SEND / School administration 


	Experience required 


	Working in a school or environment with young people


	Behavioural & Other Related Characteristics required


	N/A






Safeguarding and Child Protection Commitment
All staff are required to demonstrate an unwavering commitment to safeguarding and promoting the welfare of children and young people. This includes upholding and actively promoting the policies and procedures of the school and working at all times in accordance with statutory guidance, including Keeping Children Safe in Education (KCSIE).

The successful candidate will take personal responsibility for maintaining the highest standards of professional conduct, exercising appropriate professional judgement, and contributing to a culture of vigilance and shared responsibility for safeguarding. They will adhere consistently to safer working practices and will respond appropriately to concerns about the safety or welfare of children and young people, following school procedures.

All job descriptions are subject to review and may be amended as required to reflect changes in legislation, statutory guidance, or organisational need.
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