

Senior Administrative Assistant
Salary – [NJC Pay 25/26] Grade 4 Point 8 –14 salary range £26,824-£29,540
Start date – February 2026 or sooner if possible
Contract – Full Time (37 hrs)
Closing date – Monday 5th January 2026. Interviews to take place on Friday 9th January 2026.
The Forge Trust is an expanding Multi Academy Trust and wishes to appoint a motivated Senior Administration Assistant to work within West Park Academy. The successful applicant will be responsible to the Principal and the Finance Director.
Job Description
Job Purpose
· To ensure the smooth running of the School Office and the operation of office systems.
· The postholder has some supervisory responsibility assisting in the training of a new clerical assistant in basic school office requirements.
Responsibilities
Finance
· Annually populate the school budget in line with priorities set by the Principal and the Finance Director and provide accurate reports regularly throughout the year to enable the Principal to track the budget.  

· Run scenarios for Principals when significant new expenditure is being considered at academy level.

· Investigate any variances identified by the Finance Team and provide reasons to the finance team for the variance. 

· Follow the trust’s purchasing and procurement systems and procedures and support the Principal in communicating expectations to other staff.

· Ensure the safe custody of all cash and stocks held by the school including keeping an up-to-date inventory.

· Maintain the fixed and moveable asset register.

· Provide the Finance Director with all academy level information needed to prepare financial returns.

· Undertake any other finance-related duties which may reasonably be required.

Administration

In conjunction with other administration staff: -

· Ensure an effective and efficient whole school administration service.

· Be responsible for secretarial and clerical support.

· Ensure the Single Central Register is accurate, maintained and kept up to date.

· Prepare information for publications and returns for Government departments, the local authority and other agencies. 

· Support in the updating of the school website.

· Carry out tasks relating to the administration of free and paid school meals, including updating 
records on Arbor and chasing overdue payments. 

· Carry out administrative tasks relating to the booking and payment of school trips and wrap around care, including liaising with parents over payments. 

· Undertake any other administrative duties that may reasonably be required.


Human Resources Management

· Provide administrative support in the recruitment and onboarding process.

· Ensure new starter data is input accurately and relevant forms are sent to payroll.

· Ensure induction checklists are completed for new starters.

· Carry out the administrative tasks related to recording staff sickness absence, including recording on Arbor and informing payroll.

· Arrange supply cover as and when needed and complete sickness absence insurance claims.

· Ensure all contracts are retained on file and timely information is provided to the academy’s payroll service for all school staff.

· Undertake any other HR related duties that may reasonably be required.

Health and Safety
· Ensure the school’s reception and administrative areas comply with all Health & Safety regulations, maintaining a safe working environment for staff, pupils, and visitors.

· Carry out routine safety checks, logging hazards, and report on any issues identified in line with established systems.

· Maintain accurate records of incident reports, risk assessments, and safety audits, ensuring documentation is up to date and accessible.

· Act as a first point of contact for reporting accidents or near-misses and follow correct procedures are followed.

· Ensure visitor sign-in protocols and visitor procedures are followed.

· Support the Principal with scheduling emergency procedures e.g. evacuation practices.

· Undertake any other Health and Safety related duties that may reasonably be required.



GDPR
· Follow GDPR and school data protection policies, practices and protocols when handling pupil, staff and stakeholder information.
· Manage sensitive and confidential data securely, ensuring all information is stored, processed, and disposed of in accordance with legal requirements.

· Support staff with GDPR queries and promotes good data-handling practices across the school.

· Maintain accurate data-processing records and ensures secure administration of digital and paper-based files.

· Maintain logs of any suspected data breaches and escalate to the Trust’s DPO on behalf of the Principal when required.

· Undertake any other GDPR related duties that may reasonably be required.
