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Job Description – Resources Assistant
	Job Title: Resources Assistant

	Responsible to: Office Manager

	Salary Scale and Point: Grade 2, Scale 4 - 5

	Contracted Hours: Term Time Only (plus 5 days to be worked during school holidays), 37 hours per week



Purpose of the Job
To provide an efficient and reliable reprographics service as part of the academy’s administration team.
Core Qualities
Administrative skills (photocopying, laminating, filing etc)
Effective communication skills
A willingness to embrace change
Excellent organisational skills
Key Responsibilities / Activities
Promote policies and procedures relating to safeguarding, child protection, health, safety, security, confidentiality and data protection, reporting all concerns to an appropriate person
To deal with the academies reprographics requests within set timeframes, including photocopying, binding, laminating.
Monitoring records of department usage on a monthly basis
Undertaking regular basic maintenance of photocopiers, including dealing with paper jams, changing staples/toner as and when required
To provide general clerical/administrative support e.g. filing, emailing, complete routine forms, issuing ID badges.
Undertake reception duties, answering routine telephone and face-to- face enquiries and signing in of visitors.
Cover for Receptionist during holiday periods 
Produce lists/information/reports data as required e.g. student data.
To communicate with schools, agencies, health authorities, professional bodies and commercial companies.
Monitor and manage stock and supplies 


To provide monitoring data for Senior Leadership Team patrols.
To undertake any other duties appropriate to the grade for the post as the Principal or Line Manager may from time to time reasonably determine.
Qualifications / Experience 
· Strong administrative skills
· Experience of working with children of relevant age and students with additional needs 
· Good numeracy/literacy skills 
· Strong ICT skills
· Knowledge of reprographics 

Personal Qualities
· A passion for administration
· A team player, with a positive and enthusiastic attitude
· Ability to show initiative and to prioritise one’s own work
· Flexible approach with the ability to accommodate changes in priorities
· Understand and respect the principles of confidentiality
· Good time management and ability to prioritise tasks in relation to their importance.

Professional Development
· Willing to undertake any necessary professional development and training.

General
· Be aware of and comply with all trust and school policies and procedures particularly relating to safeguarding, child protection, equal opportunities, health and safety and security, confidentiality and data protection; reporting all concerns to an appropriate person.
· Carry out all duties with regard to the school’s policies and codes of conduct.
· Set high expectations of conduct, whilst acting as a good role model for others.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Staff will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in the job description.
This job description will be reviewed annually and the head teacher reserves the right to alter the content of the job description, after consultation with the post-holder, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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	Education and Qualifications
	Essential
· Willingness to participate in ongoing training

	Experience
	Essential
· Administration 
· Experience of working with children of relevant age
· Experience of working as part of a team
· Good numeracy/literacy skills 
· Strong ICT skills 
Desirable
· Experience of working with children with additional needs
· Knowledge of reprographics 


	Skills and knowledge
	Essential
· Understanding and commitment to the safeguarding of children
· The ability to act upon own initiative and identify straight forward solutions to simple problems
· The ability to identify work priorities


	Interpersonal Skills
	Essential
· A commitment to safeguarding and promoting welfare for all.
· Hard-working
· Honest 
· Practical 
· Enthusiastic
· Reliable
· Ability to work to deadlines
· Positive and approachable team member




Fluency in English The post is covered by Part 7 of the immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.
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