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Job Profile

Job Title:      
Administration Assistant
Location:
Located at Langstone Primary School, but required to work at any academy where business is conducted that is within reasonable distance of the school
Function of the post:
Providing a professional and quality administrative provision to the School, you will undertake a broad range of duties to meet the needs of the School at a given time, responsive and prompt in responding to requests and balancing differing demands to ensure that the school is a safe, happy and welcoming environment for all.  

Principal Accountabilities:
1. Support the receptionists in providing a comprehensive welcome service to parents and visitors to the school, in line with school policy and procedure including maintaining strict safeguarding checks, and demonstrate a consistently helpful and supportive attitude, using sensitivity and empathy as appropriate.
2. Assist with the administration of pupils’ lunch, processing orders in a timely manner and in-line with school procedures.

3. In liaison with HR / Payroll and Communication maintain and manage all visitors and contractors records to the school, ensuring all appropriate safeguarding, equal opportunities and health and safety practices are in place and that staff, pupils, parents, contractors etc. arriving or leaving outside regular school hours follow correct procedures and are provided with the information required for the purpose of their visit.
4. In liaison with the Data Officer, or in their absence, correspond with parents to follow up on absence and attendance concerns in line with School policy and procedures. Contact parents and carers of absent pupils and for other required notifications in line with school policy and procedures using phone, text, email or App as appropriate;
5. Process all incoming calls and messages, ensuring accurate and timely distribution of messages, with queries dealt with promptly;
6. Process and retrieve information from manual and computer based systems;

7. Administer and process the communication of extra curricula clubs and peripatetic lessons, Communications to post relevant information to the website.
8. Input permissions, lists and other ongoing record keeping documents, ensuring they are stored centrally, securely and are accessible yet GDPR compliant.
9. In a professional and pro-active manner, support the Business Manager and wider administrative team, taking responsibility for a broad range of administrative tasks in line with Trust and School procedures and which supports a high quality office administration provision for the school.  Tasks may include dealing with external enquiries, liaising with external agencies, organise meetings and hospitality, assist with arrangements for school visits and events, booking trips, ticketing for events/performances, reprographic tasks, maintaining stationery /stock, or such other administrative duties outlined to you.
10. As directed by the Bursar, and in liaison with the Administrative and Finance Assistant, ensure all finance related administrative tasks, including cash handling is accurate and in line with School and Trust Policy and procedures, maintaining effective and accurate records.

11. Assist with all Health and Safety administration and support the First Aid arrangements for the school, including recording incidents and injuries in line with procedure and supervise pupils who are unwell;
12. Contribute to the continuous improvement of the reception and administrative provision of Langstone Primary to improve quality and efficiency.

13. Actively participate in whole school events, including sports day and performances;

Other Duties 

You are required to undertake such other duties appropriate to the grade and content of the work as may reasonably be required of you. Therefore, the list of duties in this job profile should not be regarded as exclusive or exhaustive. Please note that, in consultation with you, The University of Chichester Academy Trust reserves the right to update your job profile to reflect changes in, or to, your post.

Equality and Inclusion:

We believe that everyone has the right to be treated equally and that the diversity of individuals and groups should be embraced, valued, and respected.  We are committed to eliminating any form of discrimination be it direct, indirect, harassment or victimisation, and to support this the School has a number of policies that you should ensure you are familiar with and compliant to.  All policies are available from the Head of School.  Any breaches may lead to termination of employment.
Right to Work:

Current British and European Law states that a person cannot be employed to this post if they do not have permission to live and work in the UK.  For further guidance and information contact the Head of School.

Health & Safety:

To ensure an effective and safe environment that promotes the welfare of children and staff, you will take responsibility to be aware of the risks in the work environment and their potential impact on your own work and that of others.  You should familiarise yourself with the School’s Health and Safety policies.

Sustainability and Environment:

The University of Chichester Academy Trust is committed to sustainable development and environmental initiatives and supports the School in continuously seeking to find ways to improve its environmental performance.  Staff are required to support these aims.
Data Protection:

You will be responsible for ensuring that workplace responsibilities such as confidentiality, treatment of personal information and records management are carried out in compliance with the requirements of the Data Protection Act 1998 and the Employment Practices Data Protection Code 2002.

Safer Recruitment:

The University of Chichester Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.  We will ensure that all our recruitment and selection practices reflect this commitment.

New members of staff will be required to apply for Disclosure Service certification as part of the School’s staff recruitment process. Further information about the Disclosure and Barring Service is available from the DBS website at www.gov.uk/dbs.  Under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1075, applicants for teaching posts are among those who are not entitled to withhold information about any previous criminal conviction.
Principal Attributes and Person Specification:

Essential requirements are those, without which, the candidate would not be able to do the job.  It is expected that the post holder will have the knowledge and qualifications indicated, or equivalent qualifications and experience.

Desirable requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.

	
	Essential
	Desirable
	Evidenced through

	Knowledge and Qualifications


	Good general education to GCSE or equivalent
Knowledge of administrative systems and processes

	Relevant administrative qualification

Knowledge of the Academy  environment
Knowledge of first aid and safeguarding practices
	Application

Documentary 
Evidence
Interview

	Skills


	Demonstrable evidence of good communication and interpersonal skills to enable a professional service that is both sensitive and courteous, and at an appropriate level to meet the needs of a diverse internal and external customer base, both in written and verbal form/
Good organisational and administrative skills, including  effective time management and prioritisation skills, with proven high levels of accuracy and attention to detail under pressure
Work constructively as part of a team, understanding school roles and responsibilities and your own position within these
Computer literate with fast and accurate keyboard skills and a proficiency in the use of IT programs to support a  professional and effective service


	
	Application
Interview
References

	Experience 


	Working in a general administrative or  reception capacity within a busy office environment 
Evidence of undertaking high volume tasks within tight time frames and with competing demands

Managing confidential and sensitive situations effectively and appropriately

	Cash handling
Experience of working in a primary school setting
	Application
Interview
References




	Personal attributes


	A commitment to high standards of customer service, with a helpful approach, demonstrating empathy to the needs of pupils and an ability to deal with a wide client base
A pro-active team player with a flexible approach, who brings enthusiasm and an helpful attitude to work.

Ability to work collaboratively and use own initiative to contribute to the development of the quality of the service 
Ability to deal with situations confidentially and sensitively
	
	Interview
References
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