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Job Title: Admin Assistant (Apprentice)

Hours of work: 37 hours per week, TTO

Responsible to: HR Coordinator

Post Objective:

To work as part of the office team, including shared reception duties, dealing with all visitors to the academy in a professional, welcoming manner and answering, managing and directing all telephone calls to the school efficiently.

To provide administrative assistance across the academy, covering a wide range of work and supporting varied departments.

Duties, Responsibilities and Key Tasks:

· To be based on the main reception, welcoming all visitors to the academy, dealing with them in a welcoming and efficient manner, ensuring visitors are signed in and out as appropriate. 
· To answer, manage and direct all telephone calls to the academy efficiently and effectively. 
· To sign late students in as they arrive through main reception.
· To actively phone parents for appointments for our routine parent evenings.
· To provide assistance to reprographics as and when appropriate.
· To prepare whole academy mailings, including mail merge, labels, and distribution.
· To assist in sending out application packs to perspective applicants for all jobs advertised in a timely manner. 
· To prepare and distribute resources accordingly, such as the newsletter, weekly bulletin, bundles for forms etc.
· Maintain confidentiality concerning any student and/or family with all persons other than authorised persons or agencies.
· Maintaining the meeting room booking system.
· Producing staff ID cards.
· Assisting with letting enquiries, liaising with site team and maintaining the bookings system.

The responsibilities of the post may be reviewed and modified in light of the needs of the academy. Any changes of a permanent nature will be incorporated into the job description and will therefore be the subject of negotiation with the post holder.

Note: It is expected that all post holders at Magnus Academy take part in training opportunities provided as part of their continued professional development and that any gained time to be taken in lieu.
The post holder will also be expected to undertake any other tasks as reasonably required by the Principal, Governors or MAT Directors to ensure the efficient and effective operation of the academy.
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