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Administrative Assistant – Job Description
Job Title: 		Administrative Teaching Assistant
Contract Type: 	Part Time, Permanent 
Salary:			Grade 4 SCP 7-11 (44.85)
[bookmark: _GoBack]Working Hours:	[Monday to Friday 08:30-12:00 17.5 hours per week]. The postholder may be required to work outside normal academy hours on occasion to support academy events such as parents' evenings, open days, and other activities.
Reports to:	School Business Professional, Trust Headteacher, Regional Hub Lead

Overall purpose of the post
To provide efficient administrative support to the academy office and act as the first point of contact for parents, visitors and enquiries. The postholder will work with initiative and sound judgement, liaising with the Trust's central HR and Finance teams to ensure smooth day-to-day operations.

Main duties and Responsibilities 
Reception & Front of House
· Welcome visitors, parents and pupils professionally, ensuring safeguarding procedures are followed
· Operate the telephone system and respond to enquiries
· Manage visitor sign-in and check identification where appropriate
· Provide pupil first aid and welfare support, maintaining accident records
· Monitor pupil attendance, follow up absences and identify safeguarding concerns
Pupil & Parent Support
· Maintain pupil records on the management information system
· Support pupil admissions and coordinate induction arrangements
· Administer free school meals and pupil premium applications
· Organise school trips including consent forms, payments and risk assessments
· Maintain pupil contact details, medical information and care plans
· Support management of pupil exclusions

General Administration
· Provide clerical support including typing, filing, photocopying and data entry
· Maintain accurate records ensuring confidentiality and data protection compliance
· Produce letters, reports and documents for teaching and leadership staff
· Process mail and emails, handling routine matters independently
· Order office supplies and manage stock levels
· Prepare and distribute academy communications to parents
· Support statutory returns and surveys, meeting deadlines
· Provide administrative support for governors' meetings including minute taking

Finance Administration (Liaising with Trust Finance Team)
· Process financial transactions (dinner money, trip payments, lettings income) 
· Maintain accurate financial records and reconcile petty cash 
· Process purchase orders following Trust financial procedures
· Process invoices following Trust financial procedures 
· Chase outstanding debts professionally 
· Submit financial information to Trust Finance team to deadlines 
· Ensure compliance with Trust's financial scheme of delegation

HR administration (Liaising with Trust HROps)
· Support recruitment by coordinating advertising, and interviews 
· Support DBS applications and maintain Single Central Record
· Support training administration
· Handle routine HR, Compliance and Payroll queries and signpost to relevant Trust HROps colleague

Safeguarding 
· To provide a high standard of duty of care for colleagues and pupils and to comply with all legislation and guidance relating to child protection. All duties must comply with statutory guidance in Keeping Children Safe in Education (KCSIE).
· Recognise, respond to and report safeguarding concerns in line with academy procedures.
· To have due regard for safeguarding and promoting the welfare of children and young people and to follow all associated child protection and safeguarding policies as adopted by the academy, combined / Local Academy Committee, Trust Board. 
· Ensure that all policies and procedures adopted by the Board and the Local Academy Committee are followed. 
· Ensure all safeguarding training is completed. 
 
Equal Opportunities and Data Protection 
· Uphold responsibilities under the Equality Act 2010 by addressing and preventing unlawful discrimination. 
· Ensure compliance with the Data Protection Act (2018) and Freedom of Information Act (2000). 

Other Duties
· Make a positive contribution to the wider life and ethos of the academy 
· To follow and actively promote the academy’s ethos and policies 
· Demonstrate commitment to St. Chad’s and academy’s, values and ethos
· Comply with the Health and Safety policy and undertake risk assessments as appropriate 
· Demonstrate consistently the positive attitudes, values and behaviour which are expected of pupils 
Any other duties which are commensurate with the grading of the post. This job description will be adapted through negotiation with successful applicant, in order to fully suit the need of the post. Any adaptions will remain compliant with NJC pay and conditions agreement and safeguarding requirements.

Administrative Assistant – Person Specification
	Person Specification – Administrative Assistant 
A=Application I = Interview O = Other
	Essential / Desirable
	How assessed

	Skills & Knowledge
	 
	 

	Understanding of safeguarding and child protection
	E
	A/I

	Understanding of GDPR in an educational setting
	E
	A/I

	Excellent communication skills (written and oral)
	E
	A/I

	Ability to communicate effectively with teachers, pupils and parents
	E
	A/I

	Professional telephone manner and welcoming approach
	E
	A/I

	High level of accuracy and attention to detail
	E
	A/I

	Ability to use initiative and work independently with sound judgement
	E
	A/I

	Ability to prioritise workload and meet deadlines
	E
	A/I

	Ability to maintain confidentiality with sensitive information
	E
	A/I

	Ability to remain calm under pressure
	E
	A/I

	Proficient in Microsoft Office (Word, Excel, Outlook)
	E
	A/I

	Experience of school management systems (SIMS, Arbor, Bromcom)
	D
	A/I

	Experience of communication systems (ParentMail, SchoolComms)
	D
	A/I

	Understanding of Multi-Academy Trust structures
	D
	A/I

	Ability to work effectively and constructively as part of a team
	E
	A/I

	Flexible and adaptable approach
	E
	A/I

	Commitment to equality of opportunity
	E
	A/I

	First aid training or willingness to undertake
	D
	A/I

	Experience
	 
	 

	Previous administrative experience showing increasing responsibility
	E
	A/I

	Experience of reception duties and dealing with the public
	E
	A/I

	Experience of maintaining databases and record systems
	E
	A/I

	Experience in a school or educational setting
	D
	A/I

	Experience of handling financial transactions
	D
	A/I

	Experience of social media management for schools
	D
	A/I

	Experience of minute taking
	D
	A/I

	Qualifications
	 
	 

	GCSE Grade C/4 or above (or equivalent) in English and Maths
	E
	A/I

	Willingness to undertake training (safeguarding, data protection, first aid)
	E
	A/I

	NVQ Level 2 in Business Administration or equivalent
	D
	A/I



The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Appointment to this post is subject to safer recruitment checks in line with Keeping Children Safe in Education (KCSIE), including an Enhanced DBS check with a Children’s Barred List check, verification of identity and the right to work in the UK, online searches, medical fitness to work and, where applicable, a Disqualification by Association declaration.

This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants must declare all convictions, cautions, reprimands and final warnings, unless they are protected under the DBS filtering rules. If you are barred from working with children, you will be committing a criminal offence by applying for this post.

St Chad's Administrative Assistant PS & JD		Page 2 of 4

image1.png
«2" St Chad's

Academies Trust




