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JOB DESCRIPTION and PERSON SPECIFICATION
	ACADEMY:  Venn Boulevard & The 

                      Sullivan Centre

	
	POSITION NO:

	SECTION:      Part of Venn Multi 



 Academy Trust


	
	GRADE: 2

	JOB TITLE:            Administrative Assistant
	
	DATE PREPARED:  February 2016

	
	
	

	EVALUATION DATE:  29 February 2016 
	
	JE NUMBER:  NSG169


	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Equal Opportunities in Employment Policy adopted by the Trust.


	PURPOSE:  To provide an efficient, accurate and responsive IT/administrative support service to the Academy and contribute to the service by working flexibly as a member of the Administration Team.


	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Provide a high quality and efficient IT/administration support service which meets the Academy’s needs.

	2.
	Undertake a range of IT/administration duties on a day to day basis including: uploading  information to the school website and social media platforms, word processing, spreadsheets, filing, photocopying, printing, mail sorting and deliver, provision of refreshments, document collating and distribution, display work, collection and recording of money.

	3.
	Keep accurate and up-to-date records of dinner money, including computerised records, as appropriate using specific electronic recording systems/paper records for the kitchen/office, chase up dinner money arrears daily.  

	4.
	Provide a courteous and responsive service to personnel and telephone enquiries, with referral to senior team members, where appropriate.

	5.
	Process promptly email and telephone messages as required.

	6.
	Receive, check and distribute stock of stationery and resources initiating re-order procedures when necessary.

	7.
	Monitor and arrange orders and secure storage of supplies.

	8.
	Maintenance of every day equipment, check for quality/safety i.e photocopiers x 2.

	9.
	Operation of every day equipment in accordance with instructions i.e laminator.

	10.
	Perform other such duties as reasonable to correspond to the general character of the post and which are commensurate with its level of responsibility.

	11.
	Support specific projects within own team by providing administrative or research support as necessary.

	12.
	Work within clearly defined guidelines and support/supervision at all times.

	
	Ring for first day absence calls as and when required 

	
	Input Airsweb forms daily on to the appropriate database

	
	Monitor and keep staff boards/pigeon holes up to date with leavers/new starters

	
	Ensure filing is completed on a daily basis.

	14

	The Health and Safety at Work Act 1974 and associated legislation places responsibilities for health and safety on the Academy, as your employer and you as an employee.  In addition to the employer’s overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Academy’s Health and Safety Policy.

	15.
	To promote and safeguard the welfare of children and young people.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Academy are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the Academy.


	DIMENSIONS:  


	1.
Responsibility for Staff:

        None
2.
Responsibility for Customers/Clients:

        None
3.
Responsibility for Budgets:

        None
4.
Responsibility for Physical Resources:

        Ensure office equipment and school stationery is maintained, operated and stored as per       manufacturer’s guidelines.


	WORKING RELATIONSHIPS:


	1.
Within Administration Team/School:

        Daily interaction with pupils, parents/carers, colleagues and manager.
2.
Within the Academy:
        Interaction with pupils, parents/carers and staff from other Academies and members of the Academy.
3.     With External Bodies to the Academy:
        Face to face or telephone contact with members of the public.
        Enquiries from external organisations.



	ORGANISATION CHART: 



	Headteacher

I

School Business Manager

I

 Administration Officers
  I

       Administration Assistant



	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:

Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	√
	
	
	
	
	
	

	WORKING CONDITIONS:

Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	√
	
	
	
	
	
	

	EMOTIONAL DEMANDS:

Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	√
	
	
	
	
	
	Possible instances of aggressive, challenging or emotionally demanding behaviour from pupils, parents/carers or other visitors/callers to the school.


	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.

*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Business Administration Level 2 or equivalent
	
	√
	AF, CQ

	
	English and Mathematics GSCE grade C or above or equivalent
	
	√
	AF, CQ, 

	2. 
	Relevant Experience:

	
	Administration and/or customer service experience
	
	√
	AF, I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Good level of literacy and numeracy skills
	√
	
	AF, T

	
	Computer literate
	√
	
	I, T

	
	Ability to work well as part of a team
	√
	
	I

	
	Ability to resolve straightforward problems
	√
	
	I, T

	
	Good level of self-motivation, flexibility and organisational skills
	√
	
	I

	
	Motivation to work with children and young people
	√
	
	I

	
	Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	√
	
	I

	4. 
	Knowledge:

	
	Awareness of the importance of confidentiality 
	√
	
	I

	
	Basic understanding of office practices and procedures
	√
	
	AF, I

	
	Basic understanding of the Federation’s vision, purpose and objectives
	√
	
	I

	
	An understanding of why equality of opportunity is important
	√
	
	I

	
	A knowledge and commitment to safeguarding and promoting the welfare of children and young people
	√
	
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to act on instructions
	√
	
	I, T

	
	To show respect and courtesy at all times when dealing with routine enquiries from pupils, parents/carers, colleagues and members of the public
	√
	
	I

	
	To promote a professional and caring welcome to all callers/visitors
	√
	
	I

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues, children and  young people 
	√
	
	I

	
	Written Skills

	
	Basic written/email correspondence conveying simple instructions, guidance or information
	√
	
	I, T

	6.
	Other:
	
	
	

	
	None
	
	
	

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	None
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Academy obtaining a satisfactory Enhanced and Barring List Disclosure from the Disclosure and Barring Service (if ticked as an essential requirement)
	√
	
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record
	√
	
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only
	
	N/A
	AF(after short listing)


Signed 
………………………………………

Print

…..…………………………………..

Date

………………………..

