








 

 

 
Admin Assistant 

 
Job Description  
 
The Administrative Assistant will be responsible for providing administrative and 
operational support. You will be responsible for managing day to day operations, 
providing administrative services, and ensuring the smooth functioning of the school 
environment. 
 
 
Key Accountabilities for Administration: 

• Undertake routine administrative and clerical tasks associated with the role, 
including answering phones, emails and inquiries  

• Undertake typing and word-processing and other IT based tasks 
• Schedule appointments, organise meetings and co-ordinate events 
• Administer first aid to students (and employees if required) including liaising with 

families. Ensure accurate records are maintained.  
• Provide clerical support to staff, including photocopying, filing and data entry 

 
All employees have the responsibility to:  

• Ensure any documentation produced is to a high standard and is in line with the Trust 
brand style. 

• Be aware and comply with all policies and procedures relating to safeguarding, child 
protection, health, safety and security, whistleblowing, confidentiality, and data 
protection, reporting all concerns to the appropriate person.  

• Participate in training and other learning activities as required.  
• Provide appropriate guidance and supervision and assist in the training and 

development of staff as appropriate.  
• Promote the area of responsibility within the Trust and beyond.  
• Represent the Trust at events as appropriate and as directed by the Chief Executive 

Officer. 
• Support and promote the Trust ethos, vision, and values.  

 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

Person Specification 
 
Knowledge & Experience Qualifications:  

• 5 GCSE’s including Maths and English or equivalent  
• NVQ Level 3 or equivalent qualification 
• Previous experience in administration  
• Good general knowledge  

 
Essential:  

• ALT Safeguarding and GDPR training  
• Extensive knowledge of Arbor  
• Microsoft Office  
• To work without supervision and within strict timescales often with conflicting priorities 

and in situations that can quickly escalate  
• The ability to work with highly confidential information  
• Excellent time management and organizational skills  
• Requirement to hold a current First Aid at Work certificate (or willing to undertake).  

 
Other:  

• Positive relationships with children  
• Ability to contribute constructively to a team.  
• Understanding of Academy roles in relation to pupils’ pastoral support.  
• Excellent communication skills. • Systematic approach to work and the ability to 

prioritize.  
• Ability to self-evaluate personal learning needs and engage with staff development 

opportunities.  
• Understanding and respect for confidentiality in relation to all issues connected with the 

role.  
• Team player  
• Inter-personal skills  
• Excellent ICT skills  
• Commitment to whole staff, faculty and other meetings  
• Well organized  
• Good time keeping 

 








