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Job Description
	Title of Post
	Administration Assistant (Inclusion and People)

	Grade and SCP
	Grade 6, SCP 7-11, £23,981-£25,560 – actual salary
Increasing to £24,772-£26,403 (pending October 2026 pay award)

	Hours/Working Weeks
	37 hours per week, term time plus three weeks

	Post Status
	3 year fixed term contract, in the first instance (in line with funding)

	Accountable to
	Director of Inclusion and Director of People



Main Purpose 
· The Administration Assistant - Inclusion and People, supports the Director of Inclusion and the Director of People in the administrative delivery of their strategic areas under our Trust strategic pillars of Belonging, Equity and Success.

Duties and Responsibilities 
· Support the Trust Directors with administration in delivering key strategies in line with the Trust’s Development Plan.
· Gather statutory SEND and Safeguarding data and HR metrics for termly reporting to the Trust Board.
· Responsible for the standardisation of forms and documents, information packs, handbooks, and other Trust-level documents.
· Coordinate and oversee Service Level Agreements (SLAs), including liaison with schools to ensure timely renewals.
· Coordinate and support the planning and delivery of CPD and events, including booking venues, sending invitations, liaising with facilitators, managing attendance and gathering and evaluating survey feedback.
· Coordinate and support the planning and delivery of meetings; preparing agendas, and occasional minute taking.
· Under the direction of the Director of People, work with the Communications and Marketing Manager on administrative support for People and Culture initiatives.
· Communicate with internal and external stakeholders on behalf of the Directors, such as staff, partners, auditors, and consultants.
· Prepare and collate proposals and documents for projects, initiatives and funding streams.
· Monitor and report on compliance such as quality assurance, filing reports, renewing licenses and coordinating checks.
· Organise and manage relevant SharePoint areas, ensuring that documents are kept up to date and stored and shared appropriately.
· Create and maintain templates, documents and letters, as required, ensuring uploading to SharePoint or our systems, as necessary.
· Proofread documents, such as reports, policies and communications and ensure that they are accurate and consistent.
· Liaise with colleagues to streamline internal systems and processes and improve work organisation.
· Provide support to ensure the Trust is maintaining accurate and up-to-date records.
· Use IT systems, software packages and databases to effectively deliver administrative tasks.
· Assist and liaise with colleagues in order to prioritise work and comply with deadlines.
· Perform other administrative duties as assigned by the Director of Inclusion and Director of People.

Professional Development
· Keep abreast of best practice, to continuously develop and improve knowledge and skills and broaden understanding.
· Help keep knowledge and understanding relevant and up to date by reflecting on your own practice and identifying relevant professional development to improve personal effectiveness.
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the Trust.

Other Responsibilities
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and comply with all school policies and procedures.
· Be aware of and support difference and ensure equal opportunities for all.
· Contribute to the overall ethos and aims of the Trust.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings, training and learning activities as required.

The postholder may be required to carry out any other duties that are commensurate with the post.  Whilst every effort is made to explain the main duties and responsibilities of the post each individual task undertaken may not be identified.

This job description is subject to review by the line manager in negotiation with the post holder at any time. However, an annual review of this job description and allocation of responsibilities will take place as part of agreed performance management arrangements.
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