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JOB DESCRIPTION

Administration Assistant
Grade:


Grade D point 4-6
Responsible to:
Administration Assistant
Responsible for:
To provide a comprehensive administration service across the school including 6th form, Deputy Headteacher and Data manager
KEY TASKS
· Providing administrative support to various departments within the school
· Support setting up of marksheets for data collection from staff and management of marksheets for student reports. Checking completion and accuracy of completed marksheets and student reports in SIMs and supporting in the printing and circulation.
· To collate student assessment data entered from staff and upload into the schools analysis system.
· To complete the administrative side of the schools parents evening booking system, opening parents evening appointments for booking and notifying staff.
· Administrative support on school systems to include provision of log in details and general admin support.
· To support the Head of 6th form with administrative tasks supporting 6th form enrichment and management. 

· To provide reception duties.
OTHER DUTIES

The post holder may be required to undertake training and perform duties other than those given in the job description.  The duties and responsibilities attached to posts may vary from time to time.  Such variations are a common occurrence and would not justify the re-evaluation of a post.  Where a permanent and substantial change in the duties and responsibilities occurs, then the post would be eligible for re-evaluation.

All staff have a responsibility for their own health and safety and for that of others who may be affected by their acts or omissions.  Staff are required to adhere to all health & safety regulations, guidance and procedures at all times.
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  An enhanced DBS clearance will be required.
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