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HORNBEAM ACADEMY [RUST





JOB DESCRIPTION
Job Title: 

Administration Assistant
Department: 

Administration
Grade: 


Scale 4
Range:  

18 - 21


Responsible to: 
Administration Manager

Job Purpose

· Under the direction/instruction of senior staff, provide routine general clerical, administrative, financial support to the school. 
Key External Contacts
· Suppliers

· Parents

· Visitors

Key Internal Contacts
· Staff
· Pupils

Major Tasks, Duties and Responsibilities

1 Organisation
· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors.

· Assist with pupil first aid/welfare duties, liaising with parents/staff etc.

· Assisting and liaising with pupil transport
2 Administration
· Provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms.

· Maintain manual and computerised records/management information systems.

· Undertake typing, word-processing and other IT based tasks

· Sort and distribute mail.
· Undertake routine HR / administration tasks.
3 Resources
· Operate office equipment e.g. photocopier, computer.

· Arrange orderly and secure storage of supplies.

· Undertake routine administration.

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

· Be aware of and support difference and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.
Other requirements:

· To have an up-to-date Enhanced DBS Disclosure.
Person Specification
1 Experience 

· Experience of undertaking a range of  clerical duties
2 Qualifications 

· Willingness to undertake induction training

· Willingness to participate in further training and development opportunities offered by the school to further knowledge

· Willingness to maintain confidentiality on all school matters

3 Knowledge, Skills and Abilities

· Excellent communication skills

· Ability to relate well to children and adults
· Some knowledge of  Health & Safety Regulations, and how they apply in a school environment

· Willingness to gain knowledge of other clerical areas

· Ability to work effectively and supportively as a member of the school team and independently

· Ability to identify work priorities, whilst ensuring that lower priority work is kept up to date

· Ability to demonstrate commitment to Equal Opportunities

