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JOB DESCRIPTION

Hours of work:	5 hours a week, term time only, Monday-Friday, 4-5pm

Salary:	Salary:		Scale H3

Reports to:	Office Manager 


Main duties and responsibilities:

Administrative Assistants could be asked to undertake any role in Student Services, the Main Office or Faculty Administrative support, dependent on the school needs.

To carry out any administrative tasks that arises in the Main Office, Student Services or Faculties. Training will be given as required. These tasks range from working with/in:


· Faculty Administration (to include filing and faculty inventories)
· Reception
· Telephone
· Postage
· Visitor Co-ordination
· Cover for Medical Room
· Cover for Reprographics
· Minutes of meetings
· Bulletin
· Data entry
· In Touch 
· Ordering 
· Word processing and use of Excel
· Managing databases
· Managing foyer student work
· Message co-ordination
· Display Boards

In addition to the above, any other administrative task requested by the Deputy Heads responsible for Student Support and Achievement and Evaluation and/or the Headteacher. This includes undertaking training as back-up for any role in the reception areas.

Line Managers:
Main Office – Main Office Reception,, Faculty Administrative Support – Office Manager 
Student Services Reception – Welfare, Pastoral, Student Services Reception – Student Services Manager



PERSON SPECIFICATION 

Essential:

The postholder will need
· to relate positively to students and be helpful and patient
· to have good customer care skills when dealing face to face and over the telephone with students, parents, visitors and staff 
· to present the school in a professional, courteous, friendly and business-like manner 
· to possess a pleasant personality and a good sense of humour
· to be smart and presentable 
· to have excellent IT skills especially in word and excel
· to pay attention to detail in all work produced
· to be very well organised, methodical and accurate 
· to view constructive criticism as positive input
· strong desire to develop own skills and to support others in developing their skills
· to be flexible in approach and happy to do whatever is required  
· to be willing to undertake first aid training
· to have a positive outlook and a “can do” approach; show initiative and a willingness to work as part of a team
· to be committed to the principles and practice of equal opportunities
· to be committed to student welfare and safeguarding principles of the school

Desirable:


· to have experience of working in an administrative / clerical role 
· current and/or previous experience of successful work in a school or college 
· experience of using Bromcom
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Nower Hill High School
George V Avenue, Pinner
Middlesex, HAS5 5RP
Telephone: 020 8863 0877

Email: admin@ nowerhill.harrow.sch.uk
Website: www.nowerhill.org.uk

Headteacher: Ms J Skelhorne
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