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[bookmark: AP3]JOB DESCRIPTION – Business Administration Apprentice

	Job title
	Business Administration Apprentice

	Grade
	Apprentice Salary Scale

	Responsible to
	Office Manager 

	Hours
	36.50 hours per week, term time only. 
*hours may need to be adjusted by the Principal from time to time and will be based on the Academy’s needs

	Effective from
	Jan 26




	
SUMMIT LEARNING TRUST Mission Statement
Success through endeavour
Ambition through challenge
Strength through diversity



Role Purpose:  
· To gain overall experience within a busy Academy office environment
· [bookmark: _Hlk83282661]To welcome parents and carers, colleagues, learners and visitors to the Academy and operate the friendly ‘Open Door’ policy
· To provide a professional and efficient front of house service to all visitors and stakeholders within the community and wider areas
· To successfully carry out the full range of duties as an Admin Apprentice (answer calls, emails, filing, post distribution etc.) 
· To be a member of the wider administration team and to contribute to the development of whole Academy administration and to assist with its delivery. 

Key Functions
· To support and learn various tasks and skills within the admin office.
· To act as the first point of contact for all parents and carers, visitors and learners. To welcome visitors and direct them as appropriate.
· To manage all telephone calls and queries and re-directing these as appropriate.
· To sustain a welcoming environment and meet visitors needs with sensitivity, understanding and compassion.
· To use a variety of software packages including MIS systems and Microsoft Office to complete relevant duties and tasks.

Main Duties and Responsibilities 
· To welcome visitors in a professional and hospitable manner, ensuring signing-in procedures are followed with due regard to Safeguarding procedures.
· To ensure there are appropriate standards of tidiness and order in the Academy reception area so as to project a professional and welcoming environment for parents, learners and visitors to the Academy.
· To receive and prioritise incoming telephone calls and visitor queries and deal with them appropriately and professionally, including recording and distributing messages as required. 
· To receive and sign for deliveries to the Academy and arrange for distribution of these to the appropriate member of colleagues. 
· To provide administrative support in such areas as word processing, updating and extracting computer information MIS, inputting data, photocopying and filing etc.
· To deal with any learner queries and re-direct as necessary.
· To manage the post, including distributing incoming mail and weighing, stamping and logging of all outgoing post from the Academy.
· To be aware of, and work in, accordance with the Academy’s Safeguarding and Child Protection policies and procedures, and to raise any concerns relating to such procedures which may be noted during the course of duty.
· To be aware of and adhere to the applicable rules, regulations, legislation and procedures of the Trust and Academy e.g.  Safeguarding Policy, Code of Conduct, Health and Safety policy, GDPR etc.
· To maintain confidentiality of information acquired in the course of undertaking the duties of the role.
· To be responsible for your own continuing self-development, undertaking training as appropriate.
· To work flexibly within the admin team to ensure the needs of the service are met.
· To maintain complete confidentiality.
· To undertake any other duties as required by the Office & Cover Manager or Principal that are commensurate with the grade of this post.
· To support the Admin Team and learn and deliver best practice 

Accountabilities 
· To maintain a clean and welcoming environment for all parents and carers, visitors, contractors etc. 
· Ensure that safeguarding procedures are maintained and adhered to in accordance with policies and procedures.

General Duties  
· The job description details the main outcomes of the job and will be updated if these outcomes change.
· All work performed/duties undertaken must be carried out in accordance with relevant Trust and Ninestiles, An Academy policies and procedures.
· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.
· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Child Protection 
· To have due regard for safeguarding and promoting the welfare of young people in accordance with the Child Protection/Safeguarding guidance

Notes
· This job description is not necessarily a comprehensive definition of the post. 
· It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post-holder.
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