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Job description: Job title
	Location
	Boston West Academy

	Contract term
	Fixed Term – Duration of Apprenticeship

	Full time/term time
	Full time Term Time 

	Pay range
	Apprentice Rate

	Reporting to
	School Services Manager



Job purpose
To provide administrative support to the school office, ensuring the smooth and efficient running of daily operations. The successful candidate will work towards a nationally recognised qualification while developing skills and experience in a busy school environment.
Main duties and responsibilities
Provide a professional and welcoming reception service, dealing with visitors, staff and pupils
Answer incoming telephone calls and respond to routine enquiries, forwarding messages as appropriate
Carry out general administrative duties, including photocopying, filing, scanning and data entry
Support the maintenance of pupil records and assist with the management of attendance registers
Assist in the preparation of letters, reports and other documents as required
Support the organisation of school events and activities
Handle incoming and outgoing mail
Maintain confidentiality at all times and adhere to GDPR requirements
Undertake any other administrative tasks as directed by the Office Manager or senior staff

These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the post holder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post. 
The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Person specification: Job title
	Qualifications and training 
Evidenced through: Application
	Essential
	Desirable

	GCSEs (or equivalent) in English and Maths (Grade C/4 or above) or working towards
	
	

	Willingness to work towards a relevant Business Administration apprenticeship qualification
	
	



	Experience/employment record 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	No prior administrative experience required, but some experience in a customer service or office environment is desirable
	
	



	Skills and Knowledge 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Good IT skills, including knowledge of Microsoft Office (Word, Excel, Outlook)
	
	

	Ability to communicate effectively with a range of stakeholders
	
	

	Strong organisational and time management skills
	
	

	Attention to detail and accuracy
	
	

	Awareness of the importance of safeguarding and confidentiality
	
	



	Personal qualities 
Evidenced through: Application/Interview/References
	Essential
	Desirable

	Friendly, approachable and professional manner
	
	

	Willingness to learn and develop new skills
	
	

	Flexible and adaptable approach to work
	
	

	Ability to work as part of a team
	
	

	Commitment to upholding the ethos and values of the school
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