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Job Description: Administration Support Assistant (8.00am-4.00pm)

Reporting to the Head of School and the Office Manager the Administration role will include the following key areas:
· The promotion of the school’s aims, objectives and ethos 

· To work as a member of the General Office team
· To provide clerical admin support as required  
· To undertake ad hoc front of house duties

· To undertake switchboard duties 

· To provide support for the Headteacher and Senior Leaders

· To use the student database, SIMS (Schools Information Management System)
· To provide whole school support as required
· To deal efficiently with all incoming/outgoing mail
General:

Duties to include:
1.  Electronic transfer of new student data onto the school system in liaison with the 

 Local Authority and update student records from Admissions Forms.

2.  Maintain electronic transfer files for leavers and new admissions throughout the 

 year, via the S2S system.

3.  To prepare class and set lists as required.

4.  To make changes to student curriculum and class schemes as required by faculties 

 throughout the year.  

5.  Prepare data collection sheets for all students and update changes as necessary.

6.  Liaise with faculties and concerned parties on in-year admissions in order to create 

 accurate records and timetables for new students.

7.  Produce student reports for Governors as required.

8.  Produce a range of documents from a variety of sources, using a range of software 

 e.g. Word, Excel, Publisher and PowerPoint etc.

9.  Act as liaison between the school and the wider community

10.  Give support to the General Office administration as requested by the Office Manager.

11.  Provide hospitality as and when required for Governors’ meetings, etc. 

12.  Undertake training in order to carry out tasks efficiently.

Support for the School:

It will be the Administrator’s duty to:
1. Organise rooms for meetings ensuring refreshments are available as required
2. Follow the School’s Health and Safety procedures taking all reasonable steps to ensure the safety of students, themselves and colleagues

3. To provide cover for colleagues as appropriate

4. To observe confidentiality at all times
5. To attend relevant meetings; the agreed inset days, inset training sessions and professional development meetings in order to be an active member of the school team

6. Carry out other requests which may be made by the Headteacher, Senior Leadership Team, Senior Leaders and the General Office Manager
Person Specification: Administration Support Assistant (8.00am-4.00pm)
	
	Essential
	Desirable
	   How

Assessed

	Qualifications

Good general standard of education 

Attended SIMS training

ICT qualifications, e.g. word processing 
	✔
	     ✔
     ✔
	App/Doc

Doc

Doc

	Experience

Previous working in a school setting

Use of ICT applications relevant to the post, i.e. Word, Excel, 
Power Point, Publisher

Experience of telephone and of working on a reception 

Experience of dealing with queries from parents, students and

the public
	     ✔
	     ✔
     ✔
     ✔
	App/Ref

	Knowledge
Understanding of the importance of safeguarding and 

confidentiality and an appreciation of the implications of the 

Data Protection Act

Understanding of the context in which schools are operating.
An understanding of Health and Safety issues relevant to the

Post 
	     ✔
     ✔
	     ✔
	Int

	Skills/Attributes

Word processing and ICT skills – able to use a range of 

database and software packages

Literate – excellent standard of grammar, punctuation and 

spelling 

Numerate

Excellent interpersonal skills – able to deal with a variety of 
people, including students, where necessary, sensitively, 
emphatically and, when necessary, assertively

Able to make judgements about processing calls and 
correspondence (e.g. filtering, passing on to other staff, etc.)

Good communication skills – both oral and written

Good time management skills – be able to prioritise work

Able to be assertive when necessary, to achieve appropriate 
priorities and outcomes

Able to keep calm in difficult situations

Able to operate effectively as a member of a team and with 
minimum supervision

Loyalty and dependable

Self-motivated
Flexible – to meet peaks and flows of work

Willingness to undertake training

Commitment of Equal Opportunities   
	     ✔
     ✔
     ✔
     ✔
     ✔
     ✔
     ✔
     ✔
     ✔
     ✔
✔
✔
✔
✔
✔

	
	Int

	General Circumstances

Attendance – evidence of regular attendance at work

An understanding of, and commitment to, Equal Opportunities, and the ability to apply this to strategic work and day to day situations  

	     ✔
     ✔

	
	App/Ref/Med
App/Int


App = Application Form

Test = Test

Int = Interview

Pre = Presentation

Med = Medical Questionnaire

Doc = Documentary Evidence (E.g. Certificates)
Ref = Reference 
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✔








