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ADMIN ASSISTANT

TO START ASAP







Vacancy Advert
ADMIN ASSISTANT
Position Start Date:  	As soon as possible
Employment Type:	Maternity Cover 12 month fixed term from start date

			Monday to Friday 08:30am -12:30pm term time only.

Closing Date:		Wednesday 18h of December 2025 at 12 noon	
[bookmark: _GoBack]Date of Interview:	To be confirmed w/c 5th January 2026
Pay Range:	Annual pro rated: £25989/37*16.81 = £11807.43, Gross monthly:       £11807.44/12 = £983.95

On 1st September 2024 Berwick St Mary’s and Norham St. Ceolwulf’s CE First Schools joined together to form ‘The Tweed Learning Federation’.   As a federation of schools, we remain committed to serving our individual communities, however we benefit from sharing resources and support, allowing us to meet the needs of the children more effectively and efficiently. 

Berwick St Mary’s CE First School will be appointing someone to provide maternity cover and work alongside our current Administrative Assistant.
Applications are invited from candidates who:
· Can work on their own and as part of a team
· Have excellent standards of numeracy, literacy and spoken English
· Can follow instructions and procedures without constant supervision
· Can use MS Office (including Word, Excel and Publisher)
· Can work flexibly to cater for the varying needs of the school
· Can maintain systems such as filing, asset records etc. in a manner that ensures accuracy, confidentiality, rapid access and ease of use.
· Can support and promote our distinctive Christian ethos and values
· Be actively involved in all aspects of school life
The successful candidate will:
· Act as a first point of contact at the school dealing with frontline enquiries from parents, visitors, staff and children providing a professional and efficient reception service
· Undertake administrative, financial and organisational processes within the school
· Liaise with the current Admin assistant and Executive Head Teacher
· Be part of a valued team who are committed to building on the strengths of the school and show a commitment to the continued future development

In return, we can offer you the opportunity to join a successful school which has a strong inclusive ethos and an inherent drive for quality. Berwick St Mary’s is dedicated to delivering outstanding inclusive practice through a culture of co-production, experiential learning and growth, where parents and professionals work together to support the holistic development of the child. Our children are proud citizens within their local community, care for each other, are focused on learning and enjoy coming to school. We have an incredibly strong team and thrive on working together to improve access to education and outcomes for our children.
This position is a fixed term contract of 20 hours per week, working 8:30-12:30 Monday to Friday.

Applications are invited from prospective candidates who are able to demonstrate that they are able to meet the essential criteria set out in the person specification and who have the vision, values and tenacity to join an outstanding team and help continue the journey towards excellence. 
Visits to the school are encouraged, so please contact the school office to arrange an informal tour and discussion with the Executive Head Teacher.

We are strongly committed to safeguarding and promoting the welfare of all children and young people and expect all staff to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974. If you are invited for interview, you will be required to disclose convictions that would not be filtered, prior to the date of the interview. Certain spent convictions and cautions will be ‘protected’ and do not need to be disclosed. Full details on protected convictions and information about which convictions must be declared during job applications can be found on the Ministry of Justice website. You will be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the Disclosure and Barring Service before your appointment is confirmed. This role will include Regulated Activities and an enhanced Disclosure and Barring Service (DBS) disclosure is required for this post.

Application packs are available on request from the school directly via email admin@st-maryscofe.northumberland.sch.uk or by telephone 01289 306170. Only applications on an official application form will be accepted.

If you are submitting your completed application form by e-mail via admin@st-maryscofe.northumberland.sch.uk  please be aware that the school cannot be responsible for any formatting anomalies when printing. Hand written or electronic printed copies should be posted or hand delivered to the following address:
For the attention of Miss E Patterson:
Berwick St Mary’s CE First School
Newfields
Berwick upon Tweed
TD15 1SP


Job Description
ADMIN ASSISTANT
	Post Title:           Admin Assistant (Level 2)
	Director/Service/Sector : Children’s Services
	Office Use

	Band: 2
	Workplace: Berwick St. Mary’s CE First School
	JE ref: SG2
HRMS ref:

	Responsible to: Senior admin. Manager/senior member of teaching staff	
	Date:
	Manager Level:
	

	Job Purpose:  
Under the instruction/guidance of senior staff: provide general administrative/financial support to the School, maintaining confidentiality at all times.

	Resources
	Staff
	Some responsibility for the co-ordination or training of other employees 

	Finance
	Ordering goods and equipment including stock control

	Physical
	Handling and processing of manual or computerised information, where care, accuracy, confidentiality and security are important. 

	Clients
	Internal (Teachers, Other Staff, Pupils) and External (Parents, Visitors, Members of the Public)

	Duties and key result areas:

Organisation

1. Undertake reception duties and hospitality, answering general telephone and face to face enquiries and signing in visitors
2. Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.
3. Assist in arrangements for school trips, events etc

Administration
1. Provide general clerical/admin. support e.g. photocopying, filing, faxing, complete standard forms, respond to routine correspondence 
2. Maintain manual and computerised records/management information systems
3. Produce lists/information/data as required e.g. pupil data
4. Undertake typing and word-processing and other IT based tasks
5. Undertake ICT tasks within the LEA approved IT systems e.g. SIMS, as directed.
6. Take notes at meetings and prepare minutes
7. Sort and distribute mail
8. Undertake administrative procedures 
9. Maintain and collate pupil reports
10. Undertake routine administration of school lettings and other uses of school premises

Resources

1. Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet, SIMS)
2. Maintain stock and supplies, cataloguing and distributing as required
3. Operate and record dinner money and all other school sales e. g. uniform, tickets, etc. (all operations to be carried out in line with current LEA Financial Regulations) 
4. Provide general advice and guidance to staff, pupils and others
5. Undertake general financial administration e.g. processing orders


Responsibilities
1. 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
2. Be aware of and support difference and ensure equal opportunities for all
3. Contribute to the overall ethos/work/aims of the school
4. Appreciate and support the role of other professionals
5. Attend and participate in relevant meetings as required 
6. Participate in training and other learning activities and performance development as required
7. Such other responsibilities allocated which are appropriate to the grade of the post

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  You are therefore under a duty to use the school’s procedures to report any concerns you may have regarding the safety or well-being of any child or young person.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.



	Work Arrangements

	Transport requirements:
Working patterns:  Monday, Tuesday, Wednesday, Thursday, Friday 08:30am – 12:30pm.
Working conditions: School Office
	




Person Specification
ADMIN ASSISTANT
	Post Title:    Admin Assistant (Level 2)
	Director/Service/Sector: Children’s Services
	Ref: SG2

	Essential
	Desirable
	Assess by

	Knowledge and Qualifications

	NVQ 2 or equivalent qualification or experience in a relevant discipline e.g. RSA Level 2 Word Processing

Good numeracy and literacy skills
	
NVQ 2 Literacy and numeracy or an equivalent qualification
	
(a)

(t)

	Experience

	Experience of general clerical/administrative/financial work



	Administrative and clerical experience gained in a school or educational establishment

Experience of an IT based administration system e.g. Oracle/SIMS
	
(a)


	Skills and competencies

	Ability to use IT effectively

Good keyboard skills

Knowledge of relevant policies/codes of practice and awareness of relevant 
Legislation

Ability to relate to children and adults

Ability to work as a member of a team
	
	
(a), (i).

	Physical, mental and emotional demands

	

	
	

	Other

	Willingness to participate in training and development

	
	
(i)


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation,
 (o) others e.g. case studies/visits
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