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JOB DESCRIPTION
Administrative Assistant
Band5 SCP 4 to 6
37 hours per week, term time only + 5 days

Responsible To:  	Headteacher

MAIN DUTIES AND RESPONSIBILITIES

ORGANISATION
· To work as part of the team within business support sharing duties and information as appropriate as well as providing administrative support to the school.
· To actively initiate, build and maintain good working relationships with pupils, parents/carers, staff and other multi professionals.
· To support with the organisation of school events including, meetings with parents, whole school, internal and external training, fayres, workshops, coffee mornings and future pathways.
ADMINISTRATION
· Admin support for the Senior Leadership Team. 
· To attend and minute meetings when appropriate and necessary, contacting parents as required, liaise with outside agencies. 
· To provide admin support for accredited courses and evidence for learning
· Liaising with parents/staff and answering general telephone enquiries.
· Collate and report information from/to parents/carers as directed.
· Be familiar with all relevant internal and external pastoral information to help support parents, and pupils.
· Assist with the school’s administrative tasks by providing general clerical/admin support such as photocopying, filing, complete standard forms, respond to routine correspondence, sort and distribute mail. 
· To actively use school systems to ensure incidents and actions are meticulously logged, maintained and collate pupil reports.
· Maintain manual and computerised records/management information systems.
· Undertake typing and word-processing and other IT based tasks.
· Support with the collation of data as required.
RESOURCES
· Operate relevant equipment/ICT packages including Word, Excel, databases, spreadsheets.
· Maintain stock and supplies, cataloguing and distributing as required.
· Provide general advice and guidance to staff, pupils and others.
RESPONSIBILITIES
· The post holder has a responsibility to safeguard and promote the wellbeing of children and young people or adults at risk in their care. 
· To promote a positive, calm and professional attitude at all times.
· Understand the developmental needs of the pupils.
· 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.
· Be aware of and support difference and ensure equal opportunities for all.
· Appreciate and support the role of other professionals.
· To support, uphold and contribute to the development of the Council’s Equal Rights policies and practices in respect of both employment issues and the delivery of services to the community.

This job description sets out the duties and responsibilities of the post at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.
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