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JOB DESCRIPTION

Job Title: Administration Assistant (with responsibility) For Reprographics

Salary: Grade 2, £25,185 - £26, 824 FTE (Actual Salary £22,020 - £23, 453 p/a)

Contract: Full Time, Term Time Only, Permanent

Start Date: 01°t September 2026

Responsible to: Office Manager / Headteachers PA

Liaison with: All Teaching and Non-teaching Staff, Administration Team, Senior Leadership Team,
Students, Parents / Carers, Trustees, Governors and External visitors

Location:

ASTON MANOR ACADEMY, PHILLIPS STREET, BIRMIGHAM, B6 4PZ

JOB PURPOSE ADMINISTRATION:

The administrative assistant is responsible for supporting with the administrative and organisational
processes within the school. They will also act as the initial point of contact for parents, visitors and other
stakeholders so will be an ambassador for the school and embody the value, vision and ethos of the
school in all interactions.

KEY RESPONSIBILITIES (ADMINISTRATOR):

To support the Office Manager and Administrative team with the following duties:

1.O0RGANISATION

e Carry out work professionally and maintain confidentially at all times.

¢ Undertake reception duties, answering routine telephone and face to face enquiries and always
signing in visitors in a pleasant and polite manner.

¢  Take and deliver messages and deal with enquiries in a polite and friendly manner. Ensure telephone
communication is attended to promptly and courteously maintaining confidentiality at all times.

e Ensure any urgent messages are handed face to face to all staff members.

e Distribute post to staff in post trays and pass on telephone messages to staff and pupils.

e Keep the office/reception area tidy at all times including maintenance of notice boards and publicity.

e  To organise and prioritise tasks

2.ADMINISTRATION

e Ensure that the Reception Office, as the first point of contact, is kept in good order.
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e  Control access to the school via security door.

¢ Undertake specific administrative tasks including but not limited to: typing, filing, photocopying and
editing, and data entry.

e Ensure that accurate pupil details are maintained, i.e. change of address, and change of GP etc. and
to input such changes and information onto the BROMCOM system.

e Produce lists/information/data as required e.g. pupils’ data.

e  Maintain and collate pupil reports.

¢ Any other duties as designed by the Headteacher from time to time.

3.RESOURCES
e  Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet).
e  Provide general advice and guidance to staff, pupils and others.

¢ Knowledge of BROMCOM system.

JOB PURPOSE REPROGRAPHICS:

Under the direction/instruction of the PA to the Headteacher/Office Manager, manage the reprographics
area and to assist with general administration when required.

KEY RESPONSIBILITIES (REPROGRAPHICS):

1.O0RGANISATION

o Carry out work professionally and maintain confidentially at all times.
o Keep the reprographics area tidy at all times.

2.DUTIES AND RESPONSIBILITIES

¢ Undertake all reprographics duties.

¢ Produce education resources for teaching staff, as and when required.

e Ensure the Reprographics Area is kept in good order and to report any maintenance to be carried
immediately.

e Produce lists/information/data as required.

¢ Any other duties as designated by the Headteacher/Office Manager from time to time.

3.RESOURCES

e QOperate relevant equipment/ICT packages (e.g. photocopiers, word, excel, databases,
spreadsheets, Internet).
¢ Provide general advice and guidance to staff, pupils and others.

4.RESPONSIBILITIES

¢ 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.

e Contribute to the overall ethos/work/aims of the school.
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e Appreciate and support the role of other professionals.
e Attend and participate in relevant meetings as required.
¢ Participate in training and other learning activities and performance development as required.

5.GENERAL

¢ All employees are expected to comply with statutory requirements and policies while carrying out
their work. This post is one of continual development and the post-holder will be encouraged to
develop skills and capabilities, including participation in projects and training events.

¢ Accordingly, the range of duties and responsibilities outlined above may change from time to time
to reflect the changing needs of the organisation.

¢ The post-holder must at all times carry out his/her responsibilities with due regard to the school
policies.

6.HEALTH AND SAFETY

¢ All employees are subjected to the Health and Safety at Work Act. The post-holder is required to
pro-actively comply with their duties as described by the policy and objectives for health and
safety.

SAFEGUARDING AND DATA PROTECTION

Equitas Academies Trust is committed to safeguarding and promoting the welfare of children, young people and
vulnerable adults and expects all staff and volunteers to share this commitment. The successful candidate will
be subject to all pre-employment checks necessary to meet safer recruitment requirements, including a
satisfactory enhanced DBS check, right to work check and references.

*  Promote a safeguarding culture where all staff understand their responsibilities and feel confident to
raise concerns.

*  Ensure compliance with statutory safeguarding requirements, including KCSIE

*  Work effectively with external agencies to support vulnerable pupils and families

*  Always work within the requirements of Data Protection legislation.

* Understand your responsibilities in relation to Safeguarding and child protection and how to highlight
any issue or raise any concerns

*  Remain vigilant to ensure all students are protected from potential harm by following safeguarding and
child protection policies and protocols.

*  Embed a safeguarding culture across the Trust.

An Enhanced Disclosure with the Disclosure and Barring Service (DBS) will be undertaken before an appointment
can be confirmed. The successful candidate will be required to disclose all convictions and cautions, including
those that are spent; the exception being certain, minor cautions and convictions which are ‘protected’ for the
purposes of the ‘Exceptions’ order. https://www.gov.uk/government/collections/dbs-filtering-guidance

This job description only contains the main accountabilities relating to the posts and does not describe in detail
all of the duties required to carry them out. The post holder may be required to undertake other duties and
responsibilities that are commensurate with the nature and level of the post and flexibility is therefore required.

[JUNE 2026]


https://www.gov.uk/government/collections/db
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance

GNT .
A 4
< <,

S vt @ EQUITAS
‘vt E

ASTON MANOR
ACADEMY

¥ ACADEMIES TRUST s
S
Z .q\é

ACH1®

e

PERSON SPECIFICATION: ADMINISTRATION ASSISTANT WITH RESPONSIBILITY FOR REPROGRAPHICS

A.F. = Application Form; |=Interview; T =Test or Exercise;
CRITERIA ESSENTIAL DESIRABLE M.O.A.
EDUCATION/ * GCSE or equivalent in Maths *  NVQ or equivalent AF/I
QUALIFICATION and English (E) in business|
administration o
similar and relevant
experience
*  Experience off AF/!
BROMCOM System
EXPERIENCE * Ability to use photocopiers * Experience off AF/I
including programming, clearing working within
(Relevant work and other . . .
. jams, adding toner etc. education
experience) o .
+  Ability to work professionally and AF/|
maintain confidentiality at all times|
* Experience of working in a fast AF/I
paced busy environment.
* Dealing with face-to-face and AF/I
telephone interactions.
. . - AF/T/I
*  Working and collaborating within a
team.
SKILLS AND ABILITIES *  Operate relevant equipment AF/I
(Eg Written . Effective' .oraI ' and written AF/I/T
L communications skills
communication " .
. . . * Excellent organisation skills
skills, dealing with the . AF/I/T
public) *  Excellent IT skills
*  Ability to prioritise work tasks AF/I/T
e Ability to work accurately with an AF/I/T
eye for detail is key
* Ability to develop and maintain AF/I
efficient record keeping systems
* Understanding of Data
Protection, confidentiality, GDPR AF/I/T
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BEHAVIOURS *  Have the highest of e Ability to be flexible with AF/I
expectations for yourself and work commitments
your students. AF/I

*  Flexible and adaptable with a
can-do attitude. AF/I

¢ A commitment to
Safeguarding, Pupils Well-
being and Equality. AF/I

* A commitment to always
maintaining confidentiality.

* Acommitment to getting the AF/I
best outcomes for all pupils
and promoting the ethos and
values of the Trust.

TRAINING Willingness to participate in further training and development opportunities | AF/I
offered by the school/Trust

Ability to demonstrate commitment to Equal Opportunities AF/I
Evidence of motivation for working with children.

OTHER Evidence of ability to form and maintain appropriate relationships and
personal boundaries with children.

Evidence of emotional resilience in working with children exhibiting
challenging behaviour.

Designated Senior Person training or willingness to be trained.

CONTRA INDICATION Positive Disclosure relating to young people or vulnerable adults AF/
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