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Job Description 

	Role
	Administrative Support Assistant
	School/Department
	Trust School

	Grade
	Grade 3, Spinal Point 5–6
	Reports to
	Office Manager & Headteacher’s PA

	Purpose 
	To provide high-quality administrative and customer service support to staff, parents, visitors and students, ensuring the smooth and efficient operation of school administrative systems and supporting teaching colleagues to maximise enrichment opportunities for students.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	Staff responsibilities: None.
Deployment: The postholder may support a range of administrative functions across the school office and reception areas and provide cover for colleagues where required.
	No budgetary responsibility.

	Key accountabilities

	Ensure high-quality administrative and customer service support is delivered across the school office, supporting effective communication with parents, students, staff and visitors and contributing to the smooth operation of school administrative systems.

Provide administrative support that enables teaching colleagues to maximise enrichment and extra-curricular opportunities for students and reduces unnecessary administrative workload, ensuring activities are organised efficiently to support effective enrichment provision.

Maintain accurate student and school administrative records, supporting compliance with statutory requirements, including the school census and data management processes, ensuring information is handled securely and confidentially to support accurate statutory reporting.

Support safeguarding, visitor management and first aid provision across the school environment, ensuring procedures are followed consistently and visitors are managed safely in accordance with safeguarding expectations to support safeguarding compliance.

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Pastoral and Inclusion
· Act as a professional first point of contact for students, parents, carers and external stakeholders, responding to queries by telephone or in person and directing enquiries appropriately to support positive stakeholder engagement.
Trust Culture
· Work collaboratively with colleagues across the administrative and wider school team, providing cover and support for reception and other administrative functions when required.
· Provide high-quality customer service to staff, parents and visitors, contributing to a professional and welcoming school environment to support a positive school culture.
Other

· Produce and distribute standard letters using the school’s electronic communication systems and postal services.
· Assist with the maintenance of the school website and social media platforms in line with school guidance.
· Manage the school’s central email inbox, ensuring queries are responded to promptly or forwarded to the appropriate colleague.
· Maintain accurate filing and record management in accordance with the school’s records retention policy, ensuring confidentiality and data protection requirements are met.
· Provide administrative support across the wider school office team and deputise for colleagues where required.


	Other requirements and responsibilities

	· Enhanced DBS clearance required.
· The postholder must comply with all Trust and school policies and procedures, including those relating to safeguarding, health and safety, equality, behaviour, and data protection.
· All staff are expected to be committed to safeguarding, equality and promoting the welfare of children and young people and to be aware of local safeguarding policies and procedures and to report any concerns or information received as required.
· The Trust retains the right to implement changes in job descriptions to reflect changes in the demands of the post. Where this is necessary, this will be done in consultation with the postholder.
· All employees of the Trust are expected to support its values and ethos and contribute to a professional, inclusive and safe working environment.









Person Specification 

	
Role 


	Administrative Support Assistant
	School/Department 
	Trust School

	Qualifications, training and education 
	· First aid qualification desirable.
· Minimum of two years’ experience working in an administrative role, preferably within a customer service environment.



	Skills and abilities 
	Communication
· Ability to communicate professionally and effectively with a range of stakeholders, both verbally and in writing

Organisation and planning
· Strong organisational skills with the ability to prioritise workload and respond effectively to changing demands and deadlines.
· Ability to identify stakeholder needs quickly and respond appropriately to queries.

Technical skills
· Excellent working knowledge of Microsoft Office applications, particularly Word and Excel.
· Knowledge of Bromcom or other Management Information Systems (MIS) desirable. 


Personal qualities
· High levels of reliability, tact, diplomacy, confidentiality and sensitivity when handling information and interacting with stakeholders.
· Ability to work independently while contributing effectively as part of a team.
· Flexible approach to working and a commitment to ongoing professional development through self-evaluation and learning from others.

	Requirements specific to the role 
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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