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Job Title: Administration Assistant 
Scale:	SCP 9-11
Full time:  Permanent – Term Time Only 36.5 Hours per week.
Reporting to: Assistant DSL
 
VISION AND PURPOSE
We are looking for a highly organised person who can drive improvement to our processes and procedures. To provide high quality administrative support to Year Teams / SLT
Main Duties:
· To provide administrative support to Year Teams and SLT
· To maintain accurate pupil records electronic and paper files for all students in your allocated year groups
· Prepare all information / documents for parents evenings for allocated year groups and set up the area as per Head of Schools directions.
· To co-ordinate the BFL on-call system
· To ensure the timely provision of the following resources to all members of staff – photocopying (colour and black/white), printing etc.
· Ensuring that the Academy’s standards, pro-formas and booklets are kept in stock
· To be proficient in a range of systems, Excel, Word, Arbor, CPOMS. 
· To be the first point of contact and deal with all incoming and outgoing enquiries from parents/staff and members of the public and resolve issues / answer queries wherever possible / appropriate
· Where children leave the academy, ensure that their file is transferred to the new school or college as soon as possible, ensuring secure transit and confirmation of receipt should be obtained.
· To ensure all filing is kept up to date and manage the archive of students records.
· To support in the invigilation of tests and examinations, to accompany staff and pupils on educational visits.
· To support the school’s first aid function as a registered first aider and supporting pupils with specific medical conditions; e.g. diabetes.
· To staff the school’s reception and switchboard, providing a welcoming service to visitors to the school when required.
Other 
· To support after school events such as parent’s evening, open evenings etc
· To undertake the necessary training involved with the post.
· You will also need to be a committed to teamwork, very well organised, with an excellent work ethic as well as an effective communicator working with staff, pupils and parents.
· Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
· To ensure all tasks are carried out with due regard to Health and Safety.
· To ensure that the highest standards of confidentiality are maintained when dealing with information relating to pupils and/or staff.
· To understand and act in accordance with the school’s equal opportunities policies.
· To undertake any reasonable task requested by the Principal / SLT or line manager

Performance management
Participating in the Academy’s arrangements for performance management, professional development and the Academy’s arrangements for quality assurance and internal verification.
In addition to the above requirements, all staff are required to promote the ethos of the Academy by:
● Being a positive leader of the Academy ethos, demonstrating a “can-do” solution focused mentality.
● Being a strong presence wherever they are in the Academy.
● Modelling high standards in expectations and practice.
● Following Academy policy and promoting policy in all areas and at all times.
● Dealing immediately with any problem they observe.
● Being positive and proactive in seeking solutions to problems and in planning ahead.
● Constantly looking for ways to improve and innovate in education.
● Seeking the highest standards possible and sharing them with others.
Notes
· 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 construed.
· This job description is not a comprehensive definition of the post.  It will be  reviewed  at  least  once  a  year  and  it  may  be  subject  to  modification  or amendment at any time after consultation with the holder of the post.
· The duties may be varied to meet the changing demands of the academy at the reasonable discretion of the Principal.
· This Job Description is current at the date shown, but following consultation with you, may be changed by the Principal to reflect or anticipate changes in the job which are commensurate with the salary and job title.
Safeguarding
· We are committed to safeguarding and protecting the welfare of children and expect all staff and volunteers to share this commitment. A Disclosure and Barring Service Certificate will be required for all posts. This post will be subject to enhanced checks as part of our Prevent Duty.
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