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HAWARDEN HIGH SCHOOL JOB DESCRIPTION

 
 

 
HAWARDEN HIGH SCHOOL JOB DESCRIPTION 

 
Job Purpose 
Under the instruction and guidance of senior staff provide general administrative support to the school. 

 
Principle Accountabilities & Responsibilities 
The Administrative Assistant will: 

• To undertake reception duties, answering telephone and face to face enquiries and signing in of 
visitors to the school.  

• To provide general clerical support, e.g. photocopying, filing, completion of forms and respond to 
routine correspondence.  

• Maintain manual and computerised records and management information systems as required e.g. 
behaviour forms, detentions, standards cards  

• Undertake typing, word processing and other IT based tasks as required.  

• Sort and distribute all mail and emails received by the school.  

• Undertake administrative procedures.  

• Maintain stock and supplies  

• Assist with pupil welfare duties, looking after sick pupils, liaising with parents and staff.  

• Contribute to the overall ethos/work/aims of the school 

• Attend and participate in relevant meetings as required 

• Participate in training and other learning activities and performance development as required 
 

General 
1. The above responsibilities are subject to the general duties and responsibilities contained in the 

statement of Conditions of Employment 
2. The duties and responsibilities listed in this job description should be regarded as neither 

exhaustive nor exclusive as the postholder may be required to undertake other reasonably 
determined duties and responsibilities as directed by the Headteacher and commensurate with the 
grading of the post 

3. This job description is not necessarily a comprehensive definition of the post.   It will be reviewed 
periodically and it may be subject to modification or amendment at any time after consultation with 
the holder of the post. 

4. Comply with all policies and procedures relating to child protection, health and safety, security and 
confidentiality of data reporting all concerns to an appropriate person. 

5. The school is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff to share this commitment.  The postholder will require an Enhanced DBS 
Certificate. 
 

 

JOB TITLE: Administrative Assistant 

REPORTS TO: Business Manager 

SALARY/GRADE: 4.2 (B) 

WORKING ARRANGEMENTS: 27.5 Hrs – TTO + 2 DAYS 

DATE: September 2021 
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