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The Khalsa Academy Wolverhampton
Admin Assistant Job Description

	Post:
	Admin Assistant (Reprographics Assistant and Cover Co-ordinator)

	Salary Scale:
	Points 12-15 £26,421 - £27,803 (Pro Rata Term Time + 2 weeks)

	Liaising with:
	Office Manager 

	
	HR Manager

	
	SLT

	Line of Responsibility:
	Office Manager



Purpose of Post:

The primary purpose of the Admin Assistant (Reprographics Assistant and Cover Co-ordinator) is to provide comprehensive administrative support to the school, ensuring the smooth operation of reprographic services and the effective coordination of cover for absent staff. This role is essential in facilitating the day-to-day administrative functions of the school, supporting both teaching and non-teaching staff. The Admin Assistant plays a vital role in supporting the school's educational mission by ensuring the smooth operation of key administrative functions. This role requires strong organisational skills, attention to detail, and the ability to manage multiple tasks efficiently.

Duties and Responsibilities:
Key Responsibilities:

· Support the Head of School in ensuring the school’s commitment to safeguarding and promoting the welfare of children is delivered.
· Be emblematic of our:
			Values: Truth, Altruism, Compassion, Service, Courage,           
        Resilience & Love
			Trust Ethos: Together As One 

Reprographics Assistant:
· Manage and operate reprographic equipment to produce high-quality printed materials for staff and students.
· Ensure all reprographic requests are completed efficiently and to a high standard, meeting the required deadlines.
· Maintain and order supplies for reprographic equipment, ensuring availability and functionality.
· Assist with the design and production of school publications and promotional materials.

Cover Co-ordinator:
· Coordinate and arrange cover for absent teaching and non-teaching staff, ensuring minimal disruption to the school's timetable.
· Maintain a comprehensive record of staff absences and cover arrangements.
· Liaise with supply agencies and manage the booking of supply staff as required.
· Communicate cover arrangements to staff and ensure cover supervisors are adequately briefed.

General Administrative Support:
· Provide administrative assistance to the school office, including answering phone calls, responding to emails, and greeting visitors.
· Assist with the organisation and administration of school events and activities.
· Support the maintenance of accurate and up-to-date records and databases.
· Undertake any other administrative tasks as required by the school leadership team.

Purpose:
· To ensure the efficient operation of reprographic services, supporting the delivery of high-quality educational materials.
· To manage and coordinate staff cover effectively, ensuring continuity of education for students.
· To contribute to the overall administrative efficiency of the school, providing support where needed.


General Expectations:

· Support the Head of School in ensuring that all School and Trust policies are implemented effectively.

· Create a sense of being reliable, approachable and encouraging reading for all learners.

· Have a profile around school before, during and after the school day.




· Maintain appropriate and accurate records.

· Support, promote and attend extra-curricular events, concerts etc.

· Promote and monitor Health and Safety for all, including responding to emergency situations.
· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
· To play a full part in the life of the school community.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of, support and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
Other Duties
· The post holder will be subject to performance objectives agreed annually and participate in performance management cycle. 
· The post holder is expected to carry out such other duties as may reasonably be assigned by the Head of School.
· To take on any whole school initiative or responsibility that the Head of School may direct.
Provide cover for other administrative colleagues when required.
· Following appropriate training to take a role in updating information on the school social media and messaging software including adding information to the school website. 
· Telephone, text message or email Parents/Carers and other stakeholders as required to pass on information or answer queries.
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise.
· Contribute to the overall ethos, work and aims of the college.
· Attend and participate in relevant meetings as required.
· Help to identify own personal development needs and to participate in training and other learning activities and performance development as required.
· Undertake any other reasonable duties as may be required by the Head of School.
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The above duties are not exhaustive and the post-holder may be required to undertake reasonable tasks as assigned by the Head of School.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

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


conditions of employment:
The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the contract of employment).
The Khalsa Academies Trust (TKAT) Safeguarding Statement
The Khalsa Academies Trust is committed to safeguarding children. We believe that children and young people should never experience abuse of any kind. We have a responsibility to promote the welfare of all children and young people, to keep them safe and to practise in a way that protects them. We expect that all staff, volunteers, outside agencies and service providers adhere to our policies and share in our commitment to safeguard all children in our care.
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