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HAMPSHIRE COUNTY COUNCIL


Section A

ROLE PROFILE FORM


	Role profile ref no
	02125

	Department/Section:
	Education (Schools)

	Role Title:
	Administrative Assistant

	Reports To - (Supervisor/manager’s role title) :
	School Business Manager

	Role Purpose:
(why the role exists)
	Welcome visitors into the school, assisting with general administration tasks for members of the Senior Leadership Team





Section B Organisation
Please provide a simple line drawing indicating where the role sits within the organisation in the box below. (See guidance notes with regard to the use of formal organisation charts).

Headteacher
School Business Manager
Administrative Assistant


Section C
ROLE REQUIREMENTS
This involves identifying the most significant responsibilities of the role. Accountability statements are key functions of the role which in combination make up the main purpose.

	Accountabilities
	Accountability Statements
	% of Time

	Reception
	· Contribute to the smooth running of the school reception, postal, telephone and hospitality facilities.
· Be the first contact for all in school.
· Maintain security by following procedures.
· Issuing visitors badges.
	10

	Support for the 
admin team
	· Work co-operatively with others.
· Support members and contribute to the development of others within the team through sharing knowledge.
	10

	Support for SLT
	· General admin tasks.
· Updating data in Excel
· Collecting data for Headteacher reports.
· Making up class support packs.
· Ordering stationery
· Printing, filing, scanning and uploading documents. 
	65

	Support for the 
school
	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Contribute to the overall ethos/work/aims of the school.
· Attend and participate in regular meetings.
· Participate in training and other learning activities as required.
· Recognise own strengths and areas of expertise and use these to advise and support others.
	10

	Corporate and statutory initiatives - equalities/health and safety/e-government/ sustainability
	· Maintain an awareness of school, national and statutory policies and requirements and apply these in the workplace.
	5






	Section D -The key decision making areas in the role

	· An Administrative Assistant, whilst working under the general direction of the Business Manager offering support to the Deputy Headteacher and SENCo, will work largely unsupervised.
· An Administrative Assistant will prioritise their own tasks/workload.

	Section E - The role dimensions - financial (e.g. budgets) and non-financial (e.g. units, workload, customers/staff)

	· Size of school: between 50 - 100 pupils on roll.
· There are no direct financial responsibilities attached to the post.

	Section F - The main contacts - external/internal customer contacts and purpose

	· Internal (in school) – pupils, other colleagues, teachers, headteacher, members of the governing body.
· External (outside school) – Education Welfare Officer, parents, other LEA specialist colleagues, students, escorts, police.

	Section G - Working conditions - environment, and physical effort or strain.

	· Normal office environment.
· May be subject to occasional unpleasant environment, e.g. cramped conditions, system breakdown, disruptions.
· May be subject to verbal abuse from pupils/parents.

	Section H - Context/additional information

	· There is a confidentiality component to this role and the postholder needs to hold the trust and confidence of both the pupils and teachers. It may acquire information on child protection/family sensitive issues which must be treated carefully and appropriately.



PROGRESSION IN ROLE

	Section J - Entry: Necessary role related knowledge, skills and experience at selection

	· Education to GCSE standard or equivalent with passes in English and Maths at grade 4 or above.
· Proficient user of ICT equipment including databases, spreadsheets and other software products.
· Effective communicator.
· Capable of working on own initiative and prioritising workload.
· Good organisational skills.
· Professionally discreet and able to respect confidentiality on particular issues.
· Well-developed interpersonal skills enabling effective relationships with a variety of people.
· Team worker




	Section K – Initial induction/training required to become effective in the role

	Estimated time to become operationally effective: up to 3 months

	· Knowledge of school and school systems/policies.
· Aware of Education Department organisation structure and immediate contacts.
· Developing health and safety knowledge.
· Training provided by Education ICT or in-house on specific systems used in school.

	Section L – Operationally effective: How would effectiveness in role be demonstrated?

	As for entry level, plus:
· Demonstrates capacity for effective and advanced use of systems.
· Able to operate independently.
· Able to undertake training of staff in relation to attendance issues/systems.
· Ability to produce and interpret high quality data/reports for internal/external use.
· Ability to contribute to the development of school systems in relation to attendance.
· Ability to maintain good relationships and rapport with other colleagues in the school, 
and external contacts.

	Section M - Adding value: What characteristics will the advanced role holder demonstrate?

	· Inputting to and, where appropriate, leading on professional development of school staff during in-service activity.
· Recognised for expertise in school and, possibly, more widely in LEA.
· Support for the induction of other staff in the school including, in appropriate circumstances, teaching staff.
· Ability to self-evaluate learning needs and actively seek learning opportunities.




