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Job Description
The information contained below is to help staff understand and appreciate the work content of their post and the role they are to play in the operation.  However, it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings may therefore have been used, in which case all the usual associated duties are included in this job description.
	Job title
	Apprentice Business Admin Level 3 – media and marketing

	Terms
	Age related Apprenticeship Pay
37 hours per week, 39 weeks per year 
Fixed term for 18 months – with a possibility of permanent posting after this (subject to vacancy) at Grade 6

	Reporting to
	Cover and HR Manager

	Job Purpose
	To provide efficient administrative support, including photography, videography and marketing for the school. To support other departments in the school with administration duties as directed. To maintain and update information on school systems. 

	
	Marketing admin:
· Work with Senior Leaders to establish and adhere to a design brief for all media both online and offline; offering ideas for new material
· Create the concept; manage and co-ordinate all aspects of the production of the project. This includes pre-production planning and co-ordination through to post-production editing.
· Manage and maintain the school brand guidelines in all internal and external marketing and communications
· Develop and maintain knowledge and skills in the use of software to create marketing pieces. i.e Adobe Creative Cloud.
· Enhance images taken professionally to enhance visual appeal taking into account the purposes of the imagery
· Co-ordinate all photography and videography shoots using high quality capture; editing and managing content both online and offline – this will include subjects, landscapes and buildings
· Create and post content suitable for social media platforms
· Monitor the schools social media presence; posting updates as required

General Admin:
· To provide administrative support to the whole school, which may include working alongside the Pastoral, SENDCo, Data and Exams and Faculties, as directed.
· To maintain systems such as ParentPay, MIS etc and support accordingly
· To administer student services which may include sales, timetable printing, bus pass administration, free meals administration and dealing with queries. 
· To use the school systems to communicate to parents/carers as appropriate
· To support the maintenance of the school website and intranet, ensuring compliance
· To support the preparation and effective running of events held in school as directed, such as parents evenings and open days. 
· To support visitors to school such as supply, photographers, nurses etc – assisting with induction of visitors to ensure safety on site. 
· To maintain the schools’ inventory, supported by the Finance Officer
· Creation of articles for media which may include photography, interviews, information gathering and email correspondence. 
· To support the admin functions of Gell Friends and Foundation Governors as required
· To ensure a reception service between 8:30am and 4:30pm (4pm on Fridays).
· To provide general administration support as directed

	

All employees have the responsibility to:

	· 
Be aware and comply with policies and procedures relating to Safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· Participate in training and other learning activities as required
· Participate in the school’s Performance Management (Appraisal) process
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate
· To represent the school at events as appropriate
· To support and promote the school ethos 
· Ensure any documentation produced is to a high standard and is in line with the brand style
· To undertake any other duties and responsibilities as required that are covered by the general scope of the post
· To undertake any other reasonable duties at the request of the Headteacher

	

	
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

SIGNATURES

a. This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

b. The remuneration for this role is Apprenticeship Pay. 


Signed:_______________________  Print Name:_____________________ 

Date:    ________________


Signed: _________________________________ (Headteacher) 

Date:     _______________






A   = Application
I   = Interview
T   = Task
R   = References


Person Specification for SCHOOL BUSINESS ASSISTANT 
	Education and Qualifications
	Essential
· 5 GCSE A* - C ( or equivalent) including English and Maths
· First-Aid Qualification or willingness to achieve whilst in post
Desirable
· A levels or equivalent level 3 qualifications 
· Business/media related qualification

	Assessed by:


A, I, R


	Experience
	Essential
· Experience in editing software and/or marketing
· Proven experience in the use of Microsoft packages
· Creating publications
· Experience of handling confidential information

Desirable
·  Experience of working in a reception or admin office
· Experience of working in a school office
· Use of MIS 

	



A, I, R

	Special Aptitudes
	Essential
· Professional manner 
· Competent in the use of ICT 
· Excellent interpersonal and organisational skills
· Willingness to be flexible and adapt working hours to respond to the needs of the role
· Ability to remain calm under pressure
· Strong numeracy and literacy skills
· Ability to work on own initiative with minimum supervision
· Ability to recognise the need for and maintain a high degree of confidentiality
· Ability to work effectively as part of a team to achieve common goals

	






A, I, T, R

	Interpersonal Skills
	Essential
· Excellent attendance and punctuality
· Ability to communicate effectively and appropriately with children and young people
· Team worker
· Excellent Communication Skills – verbal and written
· Integrity
· Reliability
· Positive attitude
· Resilience
· Sense of humour
· Effective time management
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