Job Description
School		

Service Area		 

Job Title		              Administrative Support  
	
Grade			A1- B3

Conditions Of service	NJC

Responsible To		

Responsible For		

IF DBS REQUIRED - Special Conditions This post is subject to a higher-level check with the Disclosure & Barring Service. Please note that a criminal record will not necessarily be a bar to obtaining employment; this will depend on the circumstances and background to any offence.

Job Purpose:  To support the Senior/Manager by undertaking high quality administrative and organisational processes, as required.

Responsibilities

To use clerical time efficiently and to ensure the smooth running of the office, maintaining up to date computer-based and manual filing systems

To support the senior officer in updating and managing the administration network 

To operate relevant ICT packages e.g. word, excel, publisher, databases, spreadsheets, internet, mail merge

To assist in the development of the service website in respect of updating information and importing/exporting data

To provide general clerical/administrative support, including duplicating/photocopying, other reprographics, completing standard forms, responding to routine correspondence 

Act as the first point of contact for customers and visitors – both in person and on the telephone, in a courteous, professional, calm and friendly manner.

To maintain the Senior Officer’s diary in their absence, arrange appointments; deal with enquiries in a friendly, efficient and approachable manner.

To prepare documentation and organise files for governor’s meetings.

To collate data and enter data on sims.

To type letters/emails – word processing skills

To do filing and ensuring files are kept up to date.

To work as directed by the Headteacher and Office Manager

To distribute both internal and external mail.

To assist in the organisation and booking of visits and events

To take minutes at meetings

To assist in dealing with correspondence, records and enquiries relating to the service 

To assist in processing time/attendance sheets and maintain records for all staff.

To control the issue of stationery and maintain stationary stocks 

To attend relevant meetings and in-service training and seek to further extend skills, knowledge and experience in order to develop personal effectiveness in the role

Ensure that electronic and paper- based records are kept updated

Be aware of and comply with all policies and procedures e.g. child protection, health, safety and security, confidentiality, equal opportunities and data protection, reporting all concerns to an appropriate person

Contribute to the overall ethos/work/aims of the school 

The duties outlined are not meant an exhaustive list and will also comprise any other duties within the spirit of the post commensurate with the job evaluation outcome for this post.

Qualifications

Qualifications demonstrating ability in numeracy and literacy

NVQ Level 3 or equivalent would be desirable

PERSONAL SPECIFICATION 

ESSENTIAL REQUIREMENTS: It is essential that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates will only be shortlisted for interview if they can demonstrate on the application form that they meet all the essential requirements

Method of Assessment will be through one or more of the following Application Form, Test, Interview, and Certificate

Skills Required

Able to communicate effectively with a wide range of people

Able to input/ retrieve information from databases

Able to process documentation using Word

Able to accurately enter/retrieve data information from information systems

Able to work flexibly as part of a team & show initiative

Able to prioritise work to meet conflicting deadlines 

Able to demonstrate good numeracy & literacy skills

Able to assist in the training of new team members

To display a responsible and co-operative attitude to working towards the achievement of the service’s aims and objectives

Knowledge Required

Of general office procedures and practice

Experience Required

Of dealing with queries from a wide range of people

Of working in partnership with others to deliver work to set deadlines

Of providing customer focussed services

Of participating in teams and working on own initiative

In the use of the Microsoft package

Behavioural & other Characteristics required

Committed to continuous improvement.

Ability to understand and observe the School and Leeds City Council Equal Opportunities Policy.

To carry out all duties having regard to an employee’s responsibility under Health & Safety Policies.

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development

DESIRABLE REQUIREMENTS: It is essential that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates will only be shortlisted for interview if they can demonstrate on the application form that they meet all the essential requirements

Skills Required

N/A

Knowledge Required

NVQ Level 3 or equivalent

Qualifications demonstrating ability in numeracy and literacy

Experience Required

Of extracting and analysing data from information databases

Of taking minutes 

Of staff supervision 

Behavioural & other Characteristics required

N/A
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