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                                   Respect Collaboration of Schools Job Description

Job Title

Assistant Administration Officer
37 hours per week for 39 school weeks

Grade C £24,790 to £25,183 paid pro rata
Responsible to:
Senior Administration Officer
Responsible for:
None

Job Purpose:


SPECIFIC DUTIES AND RESPONSIBILITIES

· To support the operation and effectiveness of your assigned base through the administrative role

· To operate all computer-based and manual administrative and clerical systems within the school and provide support for other members of staff (eg Arbor, CiA, SAMpeople, MiPeople)
· Ensure the safe storage of student records or files.
· To provide an efficient and effective reception service 
· Ensure security protocols are communicated to and understood by all visitors to the school 
· Ensure good lines of communication between the reception and the rest of the school by communicating all relevant information in a timely manner.

· To liaise with teaching and non-teaching staff and respond to enquiries from parents and visitors on matters within your responsibility.

· Ensure the confidentiality of any data is maintained

· Help maintain an up-to-date and accurate inventory of stock,
· Place orders, where requested, subject to budget holder approval 

· Assist with the processing of a range of financial activities such as ordering, invoicing etc
· To assist in the upkeep of buildings by liaising with the site manager (reporting issues etc)
· To comply with all Health and Safety Policy and legislation in the performance of the duties of the post.  

· To carry out any other reasonable duties within the overall function commensurate with the grading and level of responsibility of the job.  

· To understand and comply with the service Equal Opportunities Policy and Data Protection to adhere to confidentiality and the welfare of staff.

BASE:

You may also be required to work all or part of your working week on another School site as directed by the Headteacher.  

Issued by:





Received by:

Head Teacher





Post Holder
Date






Date

	PERSON SPECIFICATION


	Department: Children and Young People’s Services


	Grade: C

	Section: Respect Collaboration of Schools 
	Ref No:



	Job Title: Assistant Administration Officer

	Date Prepared: Jan 2025


A I T shows how the job criteria will be assessed – A = Application, I = Interview, T = Test

	EXPERIENCE:



	Essential Criteria:
	AIT
	Desirable Criteria:
	AIT

	· experience in /office administration
· knowledge/experience of Word/Excel and Email
· computer data bases input and retrieval 
· establishing and maintaining filing systems
· Handling confidential information

· production of reports as required for a variety of recipients 
· contact with public, parents and other professionals
· reception duties

· working within a team of staff


	AIT
AIT
AIT

A
A

A

A

A

A

AI

	· working within a school environment
· working with other professionals
· knowledge of Publisher

· Safeguarding Training level 2
· Data Protection Training

	A

A/I

A
A
A

	QUALIFICATIONS:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· GCSE English Grade C or equivalent
· GCSE Maths Grade C or equivalent

	AIT
AIT


	
	

	SKILLS AND KNOWLEDGE:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Demonstrate an understanding of the statutory requirements concerning safeguarding, equal opportunities, health and safety and data protection. 

	AIT


	· Use Microsoft Office effectively and independently

	A




	PERSONAL QUALITIES:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· good work record

· A good team player, with the ability to also work on their own initiative.  
· Excellent time management and organisation skills
· ability to follow instruction

· ability to handle difficult situations calmly

· be flexible in both time and working practices
· demonstrate confidentiality and discretion

	A

A/I
A

A/T

A/I
A/I

A/I
	
	

	JOB CIRCMUSTANCES:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· to work in any of the school bases

	I
	· ability to travel between sites
	I

	EQUALITIES:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· demonstrate a clear understanding of equal opportunities 
	A/I
	· demonstrate understanding of SEN issues
	A/I


To provide an efficient and effective administrative, clerical and reception service to The Kingsmead School
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