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Description automatically generated]Infinity Academies Trust
Assistant ADMINISTRATOR
Salary Grade:		Grade 3 Point 6 -9
Contract Type:		Fixed -Term contract (up to 12 months maternity cover, if the substantive     post holder returns earlier this could be reduced)
Working Hours:		37 Hours per week Monday – Thursday 08:30-16:30, Friday 08:30-16:00
Location:		St Thomas C of E Primary Academy
Reporting to:		Administration Manager
Key relationships:	Headteacher, Senior Leadership Teams, Academy Staff, Estates Staff, Core Service Team Members, Parents, Visitors and Pupils

Purpose:
Provide professional administrative services to the Academy and work within a wider team of Administrators and Administration Assistants to support the whole Trust
Main Responsibilities
· Telephone answering and reception duties.
· Providing administrative support, including filing and reprographics 
· Managing room bookings
· Communicating with parents and external agencies
· Welcoming visitors and completing required safeguarding checks
· Attendance - registers and monitoring pupil attendance, recording planned absences, administering Fixed Penalty Notices
· Maintain records on MIS system Arbor, including admissions, leavers, and students' records
· Trips and clubs - Assisting with general administration of trips and clubs, booking transport and communicating with parent regarding arrangements and payments.
· Monitor/assist with the setup of cashless collections through the academy payment system.
· To input data onto computerised systems.
· School Census
· Updating the website
· Administrative support for the Headteacher.
· Administrative support for Trust colleagues
· [bookmark: _Hlk144809159]Assisting & liaising with our Trust Estates team with local premises, health and safety and compliance issues.
· Assisting the Trust Finance & HR team with providing information as required and raising orders
· To assist with lunch time duties as required
· Uses office machinery i.e. photocopiers, shredder.
· Follows basic First Aid procedures when necessary and provide support with the administering of medication in accordance with Trust policy and procedure. 
· This list is not exhaustive, and you may be asked to undertake other tasks to support the day-to-day function of the school.
Knowledge, Skills and Experience
· Computer literacy – experience of using Word, Excel, Outlook, Teams, SharePoint etc
· Experience of using MIS data bases
· Administrative and organisational skills.
· Interpersonal & communication skills.
· Ability to work as part of a team and of own initiative.
· Ability to communicate effectively on all levels, both orally and in writing.
· Ability to provide accurate statistical information.
· Understanding of school-based systems and previous experience of working in a school environment.
· Ability to work under pressure and to meet deadlines.
· Knowledge in the use of office equipment
· At least two years’ experience of working in a busy general office.
· Decision making and using own initiative as required.
Note:
Post holders will be expected to be flexible in undertaking the duties and responsibilities attached to their post and may be asked to perform other duties, which reasonably correspond to the general character of the post and are commensurate with its level of responsibility. This job description is provided for guidance only and does not form part of the contract of employment.
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