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 Admin Assistant   

	Salary scale:
	B1, SCP 4 - 6

	Working hours:
	22.5 per week (Wednesday – Friday 8am – 4pm) 

	Academy/department:
	Holy Trinity C of E Primary School

	Responsible to:
	Office Manager 

	Nature of contract:
	Permanent, term time only (38 weeks)



Job purpose:
To provide a range of administrative and reception functions to effectively support teaching and learning of the Academy
Job specific responsibilities:
· Office liaison and communication answering phone calls, messages and responding to emails
· General communication: support with processing and issues letters, newsletters and texts, opening and distributing letters/emails, supporting in the use of and managing social media sites such as Facebook
· Photocopying/filing as required
· Parent Pay – setting up and monitoring including chasing debts relating to:
· School Meals 
· Trips and Visits 
· Our out of school club
· Ordering and administering school lunches and school milk, including liaising with our catering supplier and internal finance team as appropriate
· Organising logistics for trips and visits such as booking coaches including liaising with parents
· Obtaining on line permissions and arranging the completion of on line forms such as Tapestry/See Saw
· Keep Arbor or similar databased up to date including updating for new parents and the start of a new school year and add new or changed details
· Supporting with attendance making initial attendance calls to parents and supporting the Headteacher to monitor attendance data and sharing attendance data with school families as required and in accordance with school policies 
· Supporting in the storing and issuing of medication in accordance with our medication policy
· Logging in and greeting visitors ensuring compliance with safeguarding procedures
· Managing and registering free school meals 
· Monitoring school website and requesting the removal of out of date documents and/or liaise with our marketing team as appropriate
· Support in the administration of any in house or externally run after school clubs including sending out communications, managing registers and/or online permissions
· Undertake as requested by senior staff any other tasks commensurate with the general nature of the post
· To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.
· Supporting with the administration of our Out of School Club including:
· Organising and managing registers 
· Liasing with parents including ensuring prompt payment
· Processing and issuing contracts and registration forms ensuring prompt return and collation 


Abbey MAT responsibilities
· Contribute to the overall aims and values of the academy and Trust, appreciate and support the roles of other members of the wider team and attend and participate in relevant meetings as required
· Comply with all academy and Trust policies and procedures including child protection, safeguarding, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person
· To safeguard and promote the welfare of children for whom you have responsibility, or come into contact, including adhering to all specified procedures
· To promote and adhere to principles underpinning equalities in terms of employment and service delivery to ensure that colleagues are treated, and services deliver, in a fair and consistent manner.
The role holder must demonstrate a flexible approach to the delivery of the role.  Consequently, the role holder may be required to perform work not specifically identified in this profile, but which is in line with the general scope, grade and responsibilities of the role.

























People Profile:
	Aptitudes, qualities and values:
	Essential
	Desirable

	Excellent communication skills
	
	

	Able to deal calmly with different situations as they arise
	
	

	Self-motivated with the ability to work under pressure and be proactive
	
	

	Understand and respect the principals of confidentiality
	
	

	A team player with enthusiasm and commitment 
	
	

	A commitment to our mission and values demonstrated by current practice
	
	

	Support the Christian ethos of Abbey Multi Academy Trust
	
	

	Qualifications, knowledge, skills and experience:
	Essential
	Desirable

	Good general level of education to GCSE, or equivalent including Maths and English GCSE Grades A* - C or equivalent
	
	

	Word and Excel recognised qualification
	
	

	Able to process documentation using Microsoft Packages
	
	

	Able to accurately input/retrieve data information from information systems
	
	

	Able to prioritise work to meet conflicting deadlines
	
	

	Previous experience working in a school or educational environment
	
	

	Previous experience of working in a team in an office environment 
	
	

	Able to communicate effectively with a wide range of people 
	
	

	Experience of working on a busy reception desk 
	
	

	Safeguarding and promoting the welfare of students:
	Essential
	Desirable

	Appropriate motivation to work with children and young people
	
	

	Ability to maintain appropriate relationships and personal boundaries with children and young people
	
	

	Comply with the Trust’s commitment to the protection and safeguarding of children
	
	



Our Trust mission:
In partnership to Educate, Nurture and Empower
Our Trust vision:
Abbey Multi Academy Trust is committed to providing high quality education for all within an environment which is welcoming, disciplined and purposeful. Through a range of opportunities including academic, cultural and spiritual, our students and staff are empowered and nurtured to flourish and live 'life in all its fullness' (John 10:10).
www.abbeymat.co.uk
[image: ]Abbey MAT is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful candidate will be to an Enhanced Disclosure and Barring Service check. We promote diversity and want a workforce which reflects our communities. 
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