[image: ]

Administrative Assistant/First Aider
Job Description

Reporting to: Reception Manager
Salary: Grade 2 - Points 3 - 8 £24,027 to £25,992 pro rata TTO Role
.
Job Description
The role involves supporting the reception manager as well as our pro-active administration & reception team in providing a high-level administrative function to students, staff, and parents.
To provide a supportive, effective and efficient administrative support relating to a specific area or areas of school business. Such duties to include word-processing, letter production, data inputting, form completion, photocopying, mailing, report production, record management, confidential work and liaison with relevant stakeholders. 
Home-School communications relating to all aspects of school life (letters, text messages, emails) Administrative support for educational visits and trips. Records management, including school databases and archiving, ensuring systems are up-to-date and accurate. 
Telephone and Reception duties
Ensure photocopiers and audio visual equipment are in good working order. Arrange contracts and call out contracted maintenance staff if unable to resolve fault in the first instance
To assess First Aid problems presented by pupils and staff, taking appropriate action in the event of an emergency and communicating with staff and parents as necessary.
To attend to minor medical needs of pupils, such as administering plasters bandages etc as required, and look after pupils who feel ill. 
Write Risk Assessments as required for pupils on site with medical needs.
To be involved in extra-curricular activities such as making a contribution to after-school clubs and visits.
To undertake any reasonable task as directed by the Line manager.
All employees of Cardinal Wiseman Catholic School are required to understand and contribute to the school’s Objectives and Core Values



Person Specification
School Administrator

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Personal
	· Flexible.
· Ability to use own initiative.
· Resourceful, patient and resilient.
· Calm, unflustered manner.
· Ability to work in a team and alone.
· Excellent communication skills.
· Flexible approach to supporting children and families.
· Ability to maintain a professional manner in challenging situations.
· Confidence to challenge difficult behavior.
· Confidence to challenge other professionals.
	· Enjoys working within education
· A friendly manner and good sense of humour
· Smart appearance
	Interview

Application form

References

	Competence

Knowledge
Abilities
Skills
Experience
	· Good organisational and good time keeping skills.
· Good inter-personal skills.
· Demonstrate awareness of risk.
· Experience of working in an educational and/or social care setting with young people.
· Effective communication with children, carers and other professionals.
· Ability to display an understanding of social/welfare issues as they affect children, families and schools.
· Ability to work on own initiative within school protocols/ procedures.
· Ability to deal with difficult situations.
	· Ability to work under pressure
· A positive attitude to personal development and training
· ICT literacy
	Application form

References

Certificates

Interview

	Qualifications and Training


	· Good level of literacy and numeracy.
	· Relevant 1st aid qualifications
	Application form

References   

Certificates




Method of Assessment (MOA)
	AF	Application Form
	C	Certificate
	I	Interview
	T	Test or Exercise
	P	Presentation



	Criteria
	Essential
	MOA

	Education/
Qualifications
NB:  Full regard must be paid to overseas qualifications.
	
	AF/C


	Experience
Relevant work and other experience
	
	

	Skills & Ability
e.g. written communication skills, dealing with the public etc.
	*Delete if not applicable  
*An ability to fulfil all spoken aspects of the role with confidence using the English Language  as required by Part 7 of the Immigration Act 2016

	

	Training
	
	

	Other
	
	



Cardinal Wiseman is committed to safeguarding and promoting the welfare of children and young people and expects all employees and volunteers to share this commitment.
The successful applicant will require an enhanced DBS check and will be subject to relevant pre-employment checks and online searches.
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