The East Manchester Academy
A member of the Greater Manchester Education Trust
Job Description

Administrative Support Assistant, Grade 4 

The post holder will report to the Business Manager.  Apart from other colleagues in the school, the main contacts of the job are: Headteacher, teaching staff, other support staff and students. 

Main Purpose of the job:
· Under the direction/instruction of the Business Manager, to provide a high quality, efficient and effective administrative support service to the school.
· Under the direction/instruction of the Business Manager to provide a responsive multi-line switchboard and Reception service to the school.
This post encompasses a wide range of administrative tasks that are essential to the effective running of the school and work within the trust. The following list is illustrative and will be reviewed regularly in line with developments in the school. 
Organisation

1. To provide a responsive multi-line switchboard and reception service to the school, involving answering a high volume of calls, maintaining a rapid response rate, directing calls to their destination, and taking and distributing messages, in line with agreed standards.
2. Act as the first point of contact for all visitors to the school, signing in visitors where appropriate and ensuring that safeguarding protocols are followed.
3. Use initiative to organise and manage own workload to ensure that deadlines are met.
4. To contribute to the planning, development and organisation of support systems, procedures and policies.
5. To undertake routine clerical and administrative support duties on behalf of individual members of staff in relation to the organisation of school activities.
6. Working as part of a team providing a complete administrative support service to members of the SLT, the academic team and other staff as appropriate.

Administration

7. Sort and distribute inbound post, and ensure outbound post is correctly collated, stamped and ready for collection.
8. To maintain manual and computerised records, and to use I.T. systems effectively to provide reports and statistics.
9. Drafting and interpreting general typing requests.
10. Undertake Reception duties, answering routine telephone and face-to-face enquiries and signing in visitors. Disseminating messages to the appropriate colleague/department.
11. To administer trips and visits using ParentPay/SIMS/Evolve and to assist in the supervision of students on visits, trips and out of school activities as required.
12. To assist with school administrative duties including exam invigilation as part of the agreed system for the school.
13. Using phone calls, email and other systems such as EduLink to communicate effectively with a range of stakeholders both internally and externally.
14. Using all aspects of Microsoft and SIMS to produce reports and documents for use by staff, students and families.
15. Monitoring of parent and/or student replies to school activities including events.
16. To arrange secure storage of stocks and supplies.

Responsibilities

17. To undertake routine clerical and administrative support duties on behalf of individual members of staff, departments or faculties, in relation to the organisation of all school activities.
18. To undertake First Aid Training and deal with and report first aid incidents as part of the agreed system in place.
19. To assist with student welfare duties including the supervision of students at social times under the agreed system for the school to ensure the safety and welfare of students.
20. To work as part of a team to support colleagues and contribute to the vision and ethos of the school.
21. To attend staff meetings and other meetings as required from time to time.
22. To undertake any such additional duties as are reasonably appropriate to the post. 
23. To undertake personal development to improve own practice.
24. Actively participate in the Trust’s support staff appraisal process.

25. Developing good working relationships with stakeholders in the school and Trust.
26. Liaising with staff at all levels within the school and Trust.
27. To work collaboratively with all staff and parents to support student wellbeing.
28. Maintaining high levels of quality assurance including accuracy of information.
29. Ensure diversity is positively valued, resulting in equal access and treatment in employment, relationships with students, parents and colleagues and external communications.
30. Co-operate with the school on all issues associated with Health, Safety and Welfare.
31. Ensure, at all levels, the maintenance of confidentiality required by school and Trust policies.
32. Participate and actively contribute to improving administration standards and promoting a culture of customer care within the school community.
Where the post holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.

The East Manchester Academy
Person Specification

Administrative Support Assistant, Grade 4
Experience
· Experience of working in an administrative support environment
· Experience of working in a reception or customer service environment
Knowledge/Skills
· Demonstrable ability to operate various software packages, e.g. Microsoft Word and Excel, and information technology systems and equipment
· Good communication skills, for effective interaction with service users, colleagues and members of the public

· Good literacy and numeracy skills to accurately complete and maintain relevant records and produce reports

· Ability to work independently and use initiative, to be proactive, and to plan own workload
· Willingness to work as part of a team to ensure high quality standards

· Willingness to abide by the Trust’s various policies including safeguarding
Personal Style and Behaviour

· Tact and diplomacy in all interpersonal relationships with the public, students and colleagues at work

· Self-motivation and personal drive to complete tasks to the required timescales and quality standards

· The flexibility to adapt to changing workload demands and new school challenges

· Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the school community
· Personal commitment to continuous self-development

· Personal commitment to continuous service improvement

· Personal commitment to the Trust’s professional standards, including dress code

· Be willing to consent to and apply for an Enhanced Disclosure & Barring Service (DBS) check

Generic Responsibilities for All Support Staff Roles
· To play a full and active part in the life of the school through contributions to initiatives, student facing projects and extra-curricular events

· To complete duties such as; lunch or break supervision, before or after school duties as directed by the rotas

· To undertake CPD that is relevant to role and working with students and families

· To work collaboratively and supportively with colleagues to achieve the vision and mission of the Academy

· To undertake reasonable requests from the Academy Headteacher 

