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Job Description – Administration Assistant Apprenticeship


	Job title
	Administration Assistant Apprenticeship Level 3

	Grade
	A2 

	Responsible to
	Isobel Carter – Learning and Development Facilitator

	Responsible for
	N/A

	Effective from
	ASAP



	
SUMMIT LEARNING TRUST Mission Statement
Strength through Endeavour
Ambition through Challenge
Excellence through Diversity




Role Purpose:

As an integral member of our Professional Learning Institute (PLI), the postholder will develop a wide range of skills and experience by assisting the Professional Learning & Support Facilitator for Summit Learning Trust.


Key Responsibilities:
· Providing comprehensive support to Professional Learning & Development Facilitator, in maintaining manual and computerised training and development records, including mandatory training and professional learning requests/ booking. 
· Handling enquiries via phone, email, and in person in a professional manner, and drafting correspondence, reports, and other business documents.
· To maintain a clean and welcoming environment for all colleagues, students, visitors, contractors etc. 

· Ensure that safeguarding procedures are maintained and adhered to in accordance with policies and procedures. 
· Manage Professional Learning requests and bookings.
· Support with PLI events where appropriate including the monitoring of evaluations. 
· To be responsible for your own continuing self-development, undertaking training as appropriate.

· To work flexibly within the team to ensure the needs of the service are met.

· To maintain complete confidentiality.
· To undertake any other duties as required by the Manager that are commensurate with the grade of this post.
· To support the Admin Team and learn and deliver best practice 


 
Data Protection and Safeguarding   
· Always Work within the requirements of GDPR 
 
· Understand your responsibilities in relation to safeguarding and child protection and how to highlight an issue / concerns  

· To be aware of, and work in, accordance with the Academy’s Safeguarding and Child Protection policies and procedures, and to raise any concerns relating to such procedures which may be noted during the course of duty.
General Duties 
· The job description details the main outcomes of the job and will be updated if these outcomes change. 
· All work performed/duties undertaken must be carried out in accordance with relevant Summit Learning Trust policies and procedures. 
· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns. 
· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management. 
Notes 
This job description is not necessarily a comprehensive definition of the post.  It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder. 
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Person Specification – Administration Assistant Apprenticeship Level 3

	
	Essential 
	Desirable

	Qualifications and training
	 
GCSE passes (grade 9-4 or A*-C) in English and Mathematics, or Level 2 Functional Skills equivalent.

Willingness to undertake further training as appropriate.
	


	 Relevant experience 
	Some previous experience in an administrative or team setting can be beneficial.
	Experience of working within an educational setting.

	 
Skills and abilities

 
	Excellent IT skills.

Have good time management skills. Have excellent interpersonal and customer service skills with the ability to communicate at all levels both orally and in writing.

Ability to cope with conflicting demands, deadlines and interruptions.

Excellent organisational skills Ability to work as part of a team.

Ability to take initiative when appropriate.

Ability to write clear, letters and reports.

Ability to complete work to the required standards of accuracy and presentation.

Ability to maintain strict confidentiality.
	

	




Special Requirements 
 
	
Enhanced DBS clearance.

Compliance with all Academy and Trust policies.

Committed to safeguarding and promoting the welfare and success of all learners. 

The implementation of equal opportunities practice.
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