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Multi Academy Trust





	Post title
	Administration Assistant 

	Salary and grade:
	Grade 5 - 37 hours per week 45 weeks per year 

	FTE:
	£21,797 - £22,490 pro rata 

	Line manager/s:          
	School Resource Manager 
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Main purpose of the job:

To provide high quality clerical and administrative support to the Office Manager, Senior Leadership Team and wider school environment.

Key Duties and Responsibilities:

Reception

• All general reception duties, ensuring a welcoming reception for all school visitors.

• To be a point of contact for all enquires to school, take messages where   

   appropriate and signpost to appropriate persons. 

• To ensure school security arrangements are always complied with, including the 

   issue of visitor’s badges and signing in of visitor’s to school.

• To accept and sign for deliveries as appropriate including notification to receiving 

   persons.

• To provide hospitality for visitors to the school and ensure stocks are maintained.

Clerical

• To support the Administrative Assistant as and when is required.

• Co-ordinate completion of registers in compliance with school policy and procedure.

• Complete attendance and welfare calls in compliance with school policy and 

  procedure.

• To notify appropriate persons of safeguarding concerns in a timely manner.

• To undertake clerical duties arising from school meals provision, including updating 

  SIMs records as required.

• Preparing dinner numbers for the school cook on a daily basis.

• To be responsible for uploading of pupil information onto the CPOMs.

• Maintain the staff card system.

• To assist with the monitoring and maintenance of stock and order supplies as 

   necessary.

• To provide general clerical support as required.

• To undertake filing and photocopying as required, including the basic maintenance 

   of the photocopier.

• To undertake word processing as required.

• Updating and using Parentpay as necessary.

• Collect, open and distribute all incoming mail.

• Ensure all school mail is posted in a timely manner.

• Receive and check orders, file delivery notes and ensure outstanding items are 

  Chased.

Finance

• To be responsible for the collection of dinner/trip etc monies and completion of all catering returns for school meals and free school meals and liaison with parents.

• To collect, record and issue receipts for School Fund monies as required, including school uniform, trips, baking etc

• To record and prepare monies for banking and bank as necessary.

• To provide support for financial administration in accordance with appropriate Trust and financial regulations and policies. 

School Publicity

• To support the work of the schools Leadership Team to create positive publicity of the school’s work.

• To manage and monitor the schools Twitter account.

• To monitor and update the schools website ensuring statutory compliance.

• To support and create school promotional footage that celebrates pupils Learning, Enjoying and Achieving.

• Support School Leaders to publicise school events. 

General

• To participate in the performance and development review process, taking personal

responsibility for identification of learning, development and training opportunities in

discussion with line manager.

• To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace.

• Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.

• The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

• The duties above are neither exclusive nor exhaustive and the post holder may be required by the Head Teacher to carry out appropriate duties within the context of the job, skills and grade.

The Postholder’s duties must be carried out in compliance with:

i) the Trust’s Equal Opportunities Policy;

ii) the Health and Safety at Work Act (1974), and subsequent Health and Safety legislation; and

iii) policies relating to information security, and the requirements of Child Protection confidentiality and non disclosure;

iv) school policies and procedures

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the postholder may be required to undertake other reasonably determined duties and responsibilities, commensurate with the grading of the post,  without changing the general character of the post.

Person Specification

	
	
	Essential 
	Desirable 

	Qualifications
	Qualification relevant to post level 
	•
	

	Experience
	Experience of working in an office environment 
	•
	

	
	Experience in an educational environment.
	
	•

	Thinking Ability 
	An analytical thinker who can process complex information quickly and rigorously in order to recommend effective decision making
	•
	

	
	Can demonstrate sound judgement to undertake complex tasks in a systematic way
	•
	

	
	Thinks creatively and imaginatively to solve problems and identify opportunities
	•
	

	
	Able to demonstrate having planned appropriately for future success
	•
	

	Personal Effectiveness
	High ethical standards and influencing skills with the ability to engage effectively with all staff across the school 
	•
	

	
	Self-confident with the ability to transmit appropriate messages to appropriate audiences 
	•
	

	
	Works reliably under pressure to produce timely, accurate information and is willing to do whatever necessary to bring about results 
	•
	

	
	Able to be resilient and robust whilst showing compassion in dealing with issues and is calm under pressure
	•
	

	Interpersonal Relationships 
	Demonstrates a variety of people skills 

	•
	

	
	Ability to establish positive and productive working relationships with school leaders
	•
	

	
	Effectively engage and communicate with others

	•
	

	
	Shows concerns for impact – identifies the most important concerns and issues of others – modifies own behaviour to achieve the required outcomes
	•
	

	
	Goes out of the way to establish and maintain relationships at all levels to achieve educational and business objectives. 
	•
	

	
	Able to remain approachable and professional at all times.
	•
	

	General 
	Able to work flexibly, including responding to high level service issues out of core hours
	•
	

	
	
	
	

	
	Demonstrate a firm commitment to the concept of Multi-Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	•
	

	
	Applicant must hold a valid UK Driving licence and have the ability to use own vehicle for work purposes
	•
	

	
	Applicants must undergo an Enhanced DBS check.
	•
	

	
	Demonstrate a firm commitment and apply knowledge of the principles of the Data protection act 2018/GDPR
	•
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