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JOB DESCRIPTION

Name:


Job Title:

Apprentice – Admin Assistant (Receptionist)
Pay Scale:

Apprenticeship rate (£4.30 per hour as of April 2021)
Hours/Weeks per annum:
37 hours per week, 42 weeks per year
Responsible to:
Cover and Administration Manager
Job Purpose:
Under the direction of the Cover and Administration Manager, provide administration support to the School through provision of clerical and administrative support and work towards a qualification through distance learning across the next 15 months (Administrative Service Level II).
Dimensions:

· Promotion of the Notre Dame ethos

· Knowledge of the procedures for a range of tasks acquired through on-the-job training or previous experience
· Judgemental skills to interpret information and situations and to solve straightforward problems
Duties and responsibilities include:
Support for students:

1. Establish good relationships with students, being aware of and responding appropriately to individual needs.  Provide guidance and direction to Student Receptionists.
2. Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop.

3. Promote and ensure the health and safety and good behaviour of students at all times.

4. To assist with the care and supervision of students as required, particularly those who become ill or injured during the school day (First Aid provision).
Administrative Support:

5. To assist administrators and the Cover & Admin Manager in the provision of efficient and effective administrative and clerical support services.

6. To provide secretarial, typing and general computer, database input and retrieval services.

7. To provide an effective and efficient reception, telephone, mail and distribution service.

8. To provide routine clerical support such as photocopying, filing and stationery issue.  To undertake stationary ordering as required.

9. To assist in standardised financial processes e.g. cash handling as required.

10. To assist in the preparation and production of resource materials as required.

Support for the School:

11. Be aware of and comply with policies and procedures relating to child protection, health, safety, security and confidentiality, reporting all concerns to an appropriate person.

12. Be an effective role model for the standards of behaviour expected of students.

13. Contribute to the overall ethos, work and aims of the school.

14. Establish constructive relationships and communicate with other professionals or external agencies, as required.

15. Attend and participate in regular meetings.

16. Participate in training, other learning activities and performance development as required.

This job description outlines the duties required for the time being of this post to indicate the level of commitment and responsibility expected of the Apprentice Receptionist.  It is not a comprehensive or exclusive list and duties may be varied from time to time which do not change the general character of the job or the level of responsibility entailed.

In undertaking the above duties, the Health and Safety Policy detailed in the ‘Health and Safety at Work Manual’ in your school must be followed.

Support Staff are subject to the agreements contained in the Scheme of Conditions of Service of the NJC for Local Government Services as well as other documents including the local Single Status Agreement for school employed staff.
The working hours are: Monday – Friday 08.00 – 16.00, with a 35 minute unpaid lunch break taken at a set time, midway through the working day.  Plus INSET proportionate to contracted hours which may require different hours or planned later finishes (evenings).
Post holder’s signature:…………………………………………

Date:  ………………….

Line Manager’s signature:……………………………………..

Date:  ………………….

New post holders will undergo an induction programme and complete a probationary period of 20 weeks.  
The postholder will be supported by a Trainer Coach linked to the vocational course delivered via City College.  Occasional planned attendance to workshops offsite may be required for completion of units/examinations.
This role is offered on a fixed-term contract for 2 years to allow the apprenticeship to be completed within a 15-month period across this time.
F:\TypingPool\1 Administration\Personnel\Recruitment\2021-22\Apprentice Receptionist\Job Admin Level 1_Apprentice Receptionist_2020.doc

[image: image1.png]