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Inspire Multi Academy Trust
  Administration Assistant 
Job Description

	POST DETAILS

	Responsible to: 
	Admin Officer and Headteacher

	Place of work:
	Kettering Park Junior Academy

	Hours / weeks:
	37 hours per week / 39 weeks per year

	Grade 
	Grade D

	Salary 
	FTE £24796 - £25185 paid pro rata
£12.85 - £13.05 per hour

	Key Responsibilities 
	Under the guidance of the Admin Officer, support an effective administration service for the school.
 

	Purpose of the Post:
	To ensure the clerical and administrative activities are effectively and efficiently carried out under the direction of the senior staff

	Key Documents 
	· Trust Wide and local Academy policies


	KEY RESPONSIBILITIES

	1
	Undertake reception duties, act as first point of contact in response to and deal with enquiries, either face to face, telephone and sign in visitors


	2
	Respond to incoming telephone calls, emails, prioritise and pass to staff in a timely manner.

	3
	Provide general clerical support including clerical processes, IT base tasks, using Office 365 teams and various other IT platforms

	4
	Supporting with schools admissions - preparing welcome documents or any related admin support required

	5
	Assist with booking a school visits and events

	6
	Assist/support parents with setting up any online accounts

	7
	Open, sort and distribute mail and post outgoing mail

	8
	Support and monitoring with data entry on the school MIS system - i.e keeping attendance up to date.

	9
	Support the Admin Officer with work related to admissions.

	10
	As and when required, undertake checks on registers to ensure they have been completed accurately and on time, contacting parents to ascertain reasons for pupil absences.

	11
	To contact parents with any issues or problems ie sick child or no reason for absence.

	12
	Alongside the Administration Officer, show new starters around the school, liaise with parents about school information and enrol them on the school MIS, check UPN’s an update NCC log.

	13
	Order packed lunches for children entitled to Free School Meals when they are taking part in an out of school activity.

	14
	Supporting the admin officer when required to maintain stock and supplies, distributing as required. following the correct finance process 

	15
	To support teaching staff with clerical work.

	16
	Ensure that all visitors have appropriate DBS checks / information given about safeguarding.    

	17
	Monitor the school email inbox and pass messages on/deal with queries where needed.

	18
	Keep the school office and reception tidy to give a good first impression.

	19
	Take in deliveries and arrange for distribution

	Relationships:
	Teachers, Support Staff, Parents and Carers, Cluster Business Partner and Cluster Business Officer, Trust Central Team, suppliers, and contractors

	School Specific Responsibilities:
	Any other duties commensurate with the grade and position that sit outside of the general responsibilities and are specific for individual schools may be added here by the Headteacher.  This could include supporting with pupil voice, school music lessons, break and lunch supervision, Roots of Empathy work , Cool Milk and other work needed to be undertaken in each school.



This job description is a broad overview of the post. It is not an exhaustive list of all possible duties, and it is recognised that jobs change and evolve over time. Consequently, this is not a contractual document, and the post holder will be required to carry out any other duties that are necessary to fulfil the role. 
We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and we expect all staff to share this commitment and undergo appropriate checks, therefore all posts within the Trust are subject to an enhanced DBS and Barred List check. 
The Trust welcomes applications from all, irrespective of gender, marital status, disability, race, or sexual orientation.
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