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This job description is subject to review and amendment through annual negotiation as the role develops in scope.


	Salary 
	 H3

	Line manager
	Office Manager

	Responsible to
	Deputy Head

	Location
	Main School Office

	Core Purpose of the Post:

	The administrative assistant/officer is responsible for supporting the administrative, financial and organisational processes within the school. They will also act as the initial point of contact for parents/carers, visitors and other stakeholders, so will be an ambassador for the school and embody the value, vision and ethos of the school in all interactions. They will take the lead for all first aid matters.

	Duties and Responsibilities – Specific:

	The administrative assistant/officer will:
·         Administer first aid to pupils and staff in school and manage the online allergy information
·         Support in writing risk assessments linked to pupil needs
·         Update manual and computerised record/information systems
·         Assist with managing the school’s email inbox, ensuring the school meets its expected response times and that emails are forwarded to the relevant staff member as necessary 
·         Manage and organise completed forms from parents and carers especially with regards to pupil needs and medical information
·         Report any issues with the school’s IT systems
·         Book first aid training courses for all staff
·         Order, monitor and manage stock, ensuring best value following the school’s purchasing processes
·         Assist with organising parents’ evenings and other meetings and events, including the organisation of rooms and equipment, and providing refreshments as required
·         Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
·         Monitor and maintain an accurate record of pupil’s medical needs, producing reports as necessary
·         Control access to the school in line with the school’s safeguarding procedures, including signing in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures 
·         Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures

	Duties and Responsibilities – General:

	The administrative assistant/officer will:
· Uphold the ethos of the Trust 
· Actively assist in achieving the Trust’s vision and aims
· Actively support the implementation of the Trust’s strategic plans 
· Establish and maintain professional and effective working relationships 
· Contribute positively to creating a productive and happy working environment 
· Work effectively with colleagues as a member of the team, taking individual and collective responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying 
· Participate as required in meetings and training with colleagues in respect of duties and responsibilities of the post
· Take responsibility for their own professional development and play a full and active part in the appraisal process
· Adhere to all Trust policies and procedures, including those pertaining to:
· Child protection and safeguarding (and be pro-active and professional with regards to all child protection-related matters)
· Finance 
· Health and safety
· Data Protection 
· Equality, ensuring that all stake holders are treated fairly and equally 
· Maintain confidentiality at all times in respect of Trust related matters and prevent disclosure of confidential and sensitive information
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	Requirements of the Post
	Essential
	Preferred
	Source

	Qualifications

	GCSE English and maths (or equivalent)
	
	x
	

	First aid training
	
	x
	

	Willingness to become one of the Deputy Designated Safeguarding Leads
	
	x
	

	Experience 

	Carrying out administrative tasks
	
	x
	

	Dealing with face-to-face and telephone interactions
	
	x
	

	Working with children or young people
	
	x
	

	Working and collaborating within a team
	
	x
	

	Knowledge 

	Good oral and written communications skills
	x
	
	

	Excellent attention to detail
	x
	
	

	Understanding of data protection and confidentiality
	x
	
	

	Understanding of safeguarding
	x
	
	

	Ability 

	Ability to respond quickly and effectively to issues that arise
	x
	
	

	Ability to plan, organise and prioritise to meet deadlines
	x
	
	

	Ability to use IT packages including word processing, spreadsheets and presentation software
	x
	
	

	Administer first aid (with relevant training)
	x
	
	

	Personal Qualities and Attributes 

	Ability to use own initiative and take action accordingly
	x
	
	

	Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
	x
	
	

	Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
	x
	
	

	Show compassion to others
	x
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