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JOB DESCRIPTION 
	JOB TITLE	 Administration Assistant 

	DEPARTMENT	Support Services 

	GRADE	Grade 3 Pt 6 – 11  £22,626 - £24,500 Pro rata



Generic Responsibilities
· Endeavour to maintain and develop the Roman Catholic character of the school in accordance with the directions given by the School Governors and subject thereto to those given by the Headteacher.  
· Provide an education for the whole child and fostering in and through a Catholic atmosphere those qualities which will enable each individual to live happily and develop fully his or her intellectual, moral, physical, social, emotional and spiritual qualities.

	JOB PURPOSE
To provide effective and professional administrative support contributing to the efficient performance and smooth operation of the school’s administration systems and processes.




	KEY TASKS

1. To provide efficient and effective administrative support to the school and designated areas of responsibility.

2. Undertake a range of administrative duties, ensuring that work is completed accurately, efficiently and within required timescales. 

3. Prepare correspondence, reports, documents, records and other school materials as required ensuring work is prioritised and deadlines are met. 

4. Assisting in the maintenance of computerised school records and updating student information as required.

5. Maintain accurate and up to date records, databases and documentation in accordance with school procedures.

6. Respond to routine enquiries from students, parents/carers, staff and external stakeholders, providing appropriate information or directing enquiries to the relevant staff member. 

7. Work collaboratively with colleagues across the school to ensure consistent and effective administrative practices.

8. Assisting the Director of Support Services, HR Manager or Head Teacher’s PA with the preparation of application form packs.

9. Process and manage information appropriately, ensuring confidentiality and compliance with relevant data protection requirements.

10. Support the organisation of meetings, appointments, events and other school activities, including preparation of relevant documentation.

11. Assisting and providing cover on reception as required ensuring staff, visitors, pupils and telephone calls are dealt with promptly and efficiently.

12. Maintain a professional, welcoming and helpful approach when dealing with students, staff, parents/carers and visitors.

13. Be responsible for the monitoring and ordering of administration stationery.

14. To support the monitoring and updating information regarding Free School Meals.

15. Arrange travel and accommodation as required.

16. Promote high standards of behaviour, attendance, safeguarding and student welfare.





	STANDARD DUTIES

· To actively promote equalities, diversity and inclusion agenda in the workplace and in service delivery providing an environment in which all members of the school community are treated fairly, with dignity and respect.

· To be familiar with customer care and Health and Safety policies of the school.

· Improve one’s own practice through training observation, evaluation and discussion with colleagues. Recognise one’s own strengths and areas of expertise and use these to advise and support others.

· Keep abreast of current developments in your area networking with colleagues and professional associations. 

· Attend and participate in meetings within the school as required.

· Contribute to the overall work and ethos of the school and contribute to the promotion of the school through marketing e.g. open evenings and media publications

· Appreciate and support the role of other people in the team.

· Work flexibly and undertake other duties of an equivalent nature that may be required by the Headteacher.

· To be a qualified First Aider




	CONTACTS

Pupils, staff, parents, governors, external agencies and visitors.





	RELATIONSHIP TO OTHER POSTS 

Responsible to: 	 and Senior Finance and Administration Manager 





	
	DATE
	NAME
	POST TITLE

	PREPARED
	14.07.11
	Helen McCardle
	Director of Support Services

	REVIEWED
	28.11.2014
	Rachel Adamson
	H R Manager

	REVIEWED
	10/08/2026
	Sarah Manion
	Director of Support Services 
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