 
JOB DESCRIPTION 
	1. Information about the job holder 

	 Post Title: 	 	 
	AAC Administration Assistant

	 Responsible to: 	 
	Headteacher & Service Lead 

	 Hours of work: 	 
	

	 Salary:  	 	 

	Grade E


	2. Main purpose of job / Overview 


 
To deliver a professional, efficient, and effective administration and front office service to the AAC Communication for All team. Working as part of a multi-disciplinary team, ensuring that services are maintained and delivered to the required service levels. This is a service support role providing a clerical and administrative service to the service. Other ad hoc duties will be required at the discretion of the Head Teacher and Service Lead.
  
3. Main Duties and Responsibilities: 
  
Appointment & Communication Management
· Coordinate and schedule appointments, contacting clients and professionals via telephone or email, and following up as required.
· Distribute clinical reports, vocabulary updates, and other relevant documentation to clients, families, and partner services.
· Prepare and issue newsletters, service updates, surveys, and general communications on behalf of the AAC team.
· Monitor and manage incoming correspondence through the County AAC inbox, providing responses where appropriate or directing queries to the relevant team member.

Referral & Record Administration
· Process new referrals, including saving and organising video evidence within the designated Teams folders.
· Create and maintain client records in WriteUpp, ensuring all information is accurate and up to date.
· Record appointment details, email correspondence, and telephone contacts within WriteUpp in line with service procedures.

Equipment & Resource Coordination
· Support the coordination of AAC device repairs, including arranging iPad collections/drop‑offs and forwarding invoices to the appropriate budget holder.
· Work alongside the Resources Manager to place orders for equipment, resources, and AAC devices as required.
· Assist the AAC team in managing the loan library, including tracking loaned equipment, maintaining accurate records, and following up on overdue items.

 
This job description is not necessarily a comprehensive definition of the post. It will be reviewed from time to time, and it may be subject to modification or amendment at any time after consultation with the holder of the post. 
 
Signed: __________________________ Employee 

Signed: __________________________ Headteacher

Person Specification

	ESSENTIAL
	DESIRABLE

	Qualifications

	·         NVQ Level 2 or equivalent in a relevant subject
·         GCSE English and Maths or equivalent
 
	·         Additional Relevant Qualifications
·         Experience of Office 365 / IT / Microsoft packages

	Experience

	·         Experience in a relevant organisation if no qualifications
·         Experience of working in admin role
	·         Experience of school IT systems e.g. SIMS
·         Experience of working within a school setting

	Knowledge, Skills and abilities

	·         Appropriate level of literacy and numeracy, paying attention to detail
·         Appropriate level of IT and keyboard skills
·         Appropriate level of data protection, security and confidentiality awareness
·         Health and safety awareness
·         Able to work independently, scheduling own work load but also able to work within the team
·         Excellent interpersonal and customer service skills, with the ability to communicate effectively with a diverse range of people, establishing and maintaining effective working relationships.
·         Able to problem solve and seek appropriate help
·         Enthusiastic and proactive, keen to embrace new ideas and challenges
·         Ability to remain calm under pressure.
·         Ability to work with systems and maintain records.
	·   Understanding of corporate equalities standards and diversity issues and impact in immediate work and service area
·   Health and awareness
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