Gosberton House Academy

Apprentice Administration Assistant

Job Description and Person Specification


Main duties include:
· Reception and telephone duties including greeting visitors
· Provide general administrative support including filing, the use of various computerised systems, printing and scanning
· Assist in the recording and maintenance of attendance registers
· Opening incoming and posting outgoing mail
· Receiving incoming goods and checking against orders
· Record information including school lunches and student records
· Liaise with parents as directed regarding issues relating to individual pupils, including investigating absences
· Handling cash in line with the school’s finance policy, which may include collecting money from pupils and parents
· To input data onto computerised systems as required including Arbor, our school Management Information System

We are looking for someone who can:
· Work independently and as part of a small office team in a fast-paced and vibrant environment
· Establish good working relationships at all levels of the school – with children, parents, staff and governors	
· Demonstrate a pleasant manner with visitors
· Be proactive and conscientious about enhancing the education of pupils and support and promote the positive work of the school
· Demonstrate excellent communication and interpersonal skills
· Demonstrate excellent numeracy, literacy and IT skills with a minimum GCSE Grade 4 in Maths and English
· Demonstrate the ability to multi-task, prioritise effectively and work to deadlines

We will offer you:
· A happy, inclusive working environment
· A hard working, dedicated team of colleagues to work with and learn from
· A job where ‘no two days are the same’
· Professional training and CPD


Gosberton House Academy is committed to safeguarding and promoting the welfare of our pupils. Rigorous child protection procedures are in place. This post is subject to an enhanced DBS disclosure, Barred List check and Disqualification from Caring for Children Regulation (DCCR) disclosure.


