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Admin Support

Job Description

[bookmark: _heading=h.gjdgxs]Purpose:
· Provide administrative support to staff within the academy
· Carrying out any other duties as directed by the Office Manager and the Senior Leadership Team
· Provide support for an effective, efficient and welcoming reception service to all

Main aspects of the role:
· Contribute to and assist with the academy’s administrative support through the use of office technology 
· Make full use of and successfully navigate the Google Suite, Management Information System and other software applications in order to create spreadsheets, documents and presentations
· Assist with proof reading of internal and external documentation to be published 
· In all dealings to demonstrate care, diplomacy, professionalism and courtesy
· Answer routine queries as appropriate and refer more complex or sensitive matters to the appropriate member of staff
· Resolve or redirect queries and give advice where appropriate while maintaining academy standards
· Receive, open and organise correspondence, taking appropriate action e.g redirecting or responding in a secure manner
· Have a commitment to safeguarding and promoting the welfare of children and young people in accordance with the academy’s agreed procedure

Other Duties:
· To participate in the academy’s annual appraisal process, ensuring that performance standards and targets are set and met within the agreed timescale
· Comply with all academy policies and procedures, particularly equal opportunities, health and safety, confidentiality, behaviour and general data protection regulations, reporting concerns to the Principal or relevant senior leader
· To comply with any rules and regulations which the Trust may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees
· Carry forward the Aspirations vision
· Attend relevant training and take responsibility for own development
· To show a record of excellent attendance and punctuality
· To adhere to the academy’s dress code
· Have regard for the need to safeguard students wellbeing in accordance with statutory provisions

General:
Employees 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.
Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
The academy 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.
Conditions of Service
Governed by the National Joint Council for Local Government Services Agreement on Pay and Conditions of Service, supplemented by local conditions as agreed by Aspirations.
Special Conditions of Service
Due to the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended. Candidates are required to give details of any convictions on their application form and are expected to disclose such information at the appointed interview.
As this post allows substantial access to children, candidates are required to comply with departmental procedures in relation to police checks. If candidates are successful in their application, prior to taking up post, they will be required to give written permission to the Department to ascertain details from the Police regarding any convictions against them and, as appropriate, the nature of such conviction/s.
[bookmark: _heading=h.nsoozzzasrlw]Equal Opportunity
The post holder will be expected to carry out all duties in the context of and in compliance with the academy’s Equal Opportunities Policies.
This job description will be reviewed at regular intervals and is subject to change as the needs of the academy evolve.
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Person Specification: Admin Assistant and Reception Support
                             Assessed by application (A)
                             Assessed by the recruitment process (R)
		
	Criteria
	Essential
	Desirable

	Qualifications and Education

	A good standard of English and Maths at GCSE A*-C GCSE, or equivalent
	A
	

	Appropriate First Aid Training
	
	A

	Experience

	 Experience of working in an administration or reception role
	
	A 

	Experience of prioritizing workloads, time management and dealing with conflicting priorities
	
	A

	 Experience of working in a secondary school, academy or other educational background
	
	A

	Skills and Abilities

	  Excellent customer service skills 
	R
	

	Ability to be proactive and use own initiative
	R
	

	Excellent interpersonal communication skills
	R
	

	Ability to maintain a positive and calm environment
	R
	

	Ability to work successfully as part of a team 
	R
	

	Ability to keep accurate records and deal appropriately with sensitive data and information
	R
	

	  Ability to be flexible and organize workload
	R
	

	Ability to show patience and resilience
	R
	

	Numeracy and literacy skills
	R
	

	Knowledge

	Knowledge of schools and education
	R
	

	Knowledge of child protection and safeguarding
	R
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