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Admin Assistant Job Description

	Role title
	Admin Assistant

	Purpose of role
	To provide general administrative support under the direction of senior staff

	Working hours
	35 hours per week (term-time only position plus 2 weeks)

	Line Manager
	Finance Manager 

	Grade of Post
	Scale 4 



Key Duties:
1. Provide administrative support to the secondary school and sixth form office and staff.
2. Provide efficient and flexible administrative support for the School’s attendance system.
3. Provide general clerical support including clerical processes, word processing and other ICT based tasks and operation of office equipment.
4. Maintain records in line with agreed procedures including the record of accidents.
5. Undertake Reception duties when required.
6. Act as first point of contact in response to telephone and face-to-face enquiries and deal with enquiries in line with school policies when required.
7. Open, sort and distribute incoming mail and post outgoing mail.
8. Provide administrative support for meetings including taking notes.
9. Implement and administer school admissions policies and procedures including admissions appeals, waiting lists and Supplementary Application Forms 
10. To act as a First Aider (training provided).

All support staff are expected to:
· Support the school values and ethos
· Follow school policies, practices and procedures
· Participate in the annual appraisal system
· Support equal opportunities measures and promote anti-discriminatory practice
· Support safeguarding and child protection measures and promote the welfare of students
· Undertake any other reasonable duties commensurate with the role and grade as determined by the Headteacher or line manager.

Sometimes support staff may be required to work beyond the usual hours e.g. to support at parents’ evenings or other school events. Time Off In Lieu is available in such circumstances.
This job description is not prescriptive. If the needs of the school change, the job description may be revised or amended at any time following appropriate consultation with the post holder.
	Name of employee:


	Signature:
	Date:

	Name of line-manager:
	Signature:
	Date:
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Person Specification
	QUALIFICATIONS
	
ESSENTIAL
A: application
I: interview

	DESIRABLE
A: application
I: interview

	Educated to GCSE level (Grades A-C in English and Maths) or equivalent
	A
	

	KEY SKILLS AND EXPERIENCE
	
	

	Good working knowledge of SIMS or similar management information system (D) 

	
	A/I

	Excellent IT skills including Word, Excel, Outlook and the internet and be willing to undertake further training as required
	A/I
	

	Ability to maintain effective and accurate records
	A/I
	

	Previous experience of working in a secondary school environment
	
	A

	An understanding of the necessity for maintaining strict confidentiality, where appropriate
	A/I
	

	Basic awareness of safeguarding children/child protection legislation
	A/I
	

	PERSONAL QUALITIES
	
	

	Excellent interpersonal and communication skills with all stakeholders (both oral and written)
	I
	

	Ability to pay close attention to detail
	A/I
	

	Ability to work well on own initiative 
	A/I
	

	Flexibility and ability to work as part of, and contribute to, the school’s Administrative Team
	A/I
	

	A high level of organisational skills and the ability to prioritise workload to meet deadlines
	A/I
	

	Committed to continued, professional development.
	I
	

	Sense of humour 
	I
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