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Job Specification – Administration Assistant 
	
	
Administration Assistant 

	Reporting to
	
Administration Manager


	Responsibility Level
	NJC Band D (Point 21 - 32 ) 37 hours per week (term time only plus 2 weeks in the holidays)

	Job Purpose
	To provide an effective and efficient administrative support function to the Academy  

	Main Post Title Duties
	· To provide administrative support 
· To provide reception cover   
· To perform cover/exams/attendance tasks

	Specific Duties
	· To provide a professional and efficient service when dealing with parents, students  and other stakeholders 
· Student admissions
· Inputting Attendance data and reporting
· Reception cover 
· Support on parents/open evenings 
· Data inputting, production  and analysis of reports 
· To carry out any other reasonable duties as directed by the Administration Manager 
 
The post-holder will be required to carry out the following functions :- 
 
General Administration 
 
· To deal with incoming post and distribute as required 
· Whole school administrative support (student records, exclusion letters, detentions, parents/Open Evening administration, Awards Evening, etc.)
·  Stock control and purchasing of stationery/medical/school supplies 
 
Exams Support
 
· To carry out administrative tasks associated with exams (when required)

To undertake such other duties related to the work of the Academy appropriate to the post.

During Academy Holiday periods a minimum of two members of the admin/reception team to be on duty between the hours of 8.00am to 4.00pm.  The Administration Manager will allocate weeks to be worked in the holidays taking into account employee preferences where possible. 



	Qualifications and Key Skills
	Good communication skills 
Prioritising and organising skills 
[bookmark: _GoBack]ICT skills (Word/Excel) NVQ level 3 (or equivalent), or evidence of extensive practical experience 
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