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.
	Job title:
	Administration Support Assistant

	
Salary and Grade:
	
Grade 6 (Points 18 - 20) Term Time Only.

	
	

	Hours:
	08.00 – 16.00 (35 hours a week)

	
	

	Line Managers:
	Senior Administration Officer ( SAO) 

	
Supervisory Responsibility
	
None




Essential Requirements: (E) Essential, (D) Desirable.

Qualifications/Training
1. Appropriate / relevant qualification(s) or substantial experience in relevant discipline. (E)
2. Experience of operation of administrative systems (e.g. SIMS) (D)
3. Experience of general clerical /administrative work. (E)
4. High level of literacy and numeracy skills. (E)
5. Excellent ICT skills (internet, word processing, databases). (E) 

Knowledge, and understanding
1. Appropriate knowledge of first aid. (D)
2. Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation. (D)
3. Ability to relate well to children and adults. 
4. To be responsible for promoting and safeguarding the welfare of children and young people within the school. (E)

Skills 
1. Ability to manage own workload and work on own initiative to meet deadlines.(E)
2. Good communication skills and ability to relate well to children and adults.(E)
3. Ability to work constructively as a team, understanding school roles and responsibilities and the post holder’s position within these. (E)
4. Ability to produce and record clear, concise and accurate information. (E)
5. [bookmark: _GoBack]Ability to self-evaluate learning needs and actively seek learning opportunities. (D) 
6. Ability to support the School in identifying new and better ways of providing the service to achieve organisational aims(E)
7. Use of relevant equipment/resources(E)

Personal Qualities
1. The ability to work without supervision and to given timescales. (E)
2. The ability to communicate effectively, both through speaking and writing to a variety of audiences. (E)
3. The ability to relate and positively show respect to all members of the school and wider community. (E)
4. A good health record and work attendance record. (E)
5. A commitment to further professional training and development. (E)
6. Ability to demonstrate an understanding of safeguarding responsibilities and have an enhanced DBS disclosure. (E)
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