
ADMINISTRATIVE ASSISTANT  JOB DESCRIPTION 
 
The Administrative Assistant is accountable to the Administrative Officer and plays a key role in 
supporting the effective day-to-day administration of the school/department. The postholder 
contributes to high-quality service delivery, ensuring systems, processes and communication support 
the wider operational and strategic aims. 
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This post is subject to Disclosure. 
This post is not Politically Restricted under the Local Government and Housing Act 1989 (as 
amended). 
 
This job description reflects current responsibilities and may be amended to meet changing service 
needs following consultation. 
 


