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Job Description – Admin Assistant 

	POST TITLE
	Admin Assistant (maternity Cover)

	GRADE
	KA04  

	RESPONSIBLE TO
	The post holder is responsible to:  The Head of Primary   and The Admin Manager 

	FUNCTIONAL LINKS 
	All staff, students and their parents/carers. 
Local authority and other agencies, Primary Schools, other High Schools

	CONTRACT
	22.5 hours per week term time only plus 3 INSET days 

	MAIN PURPOSE OF THE JOB
	To provide administrative support across the Academy.




1. Job Activities:  

Administrative Tasks 
· To respond to correspondence, whether by email, or letter. 
· To answer telephone enquiries and take messages or pass on to other members of staff, as required. 
· To undertake typing/word-processing duties, including those requiring more complex formatting. 
· To take minutes of meetings and distribute these accordingly. 
· To assist with arranging interviews and meetings, as required. 
· To file documents. 
· Working within the resources provided; to ensure local systems, skills and processes are in place and applied consistently to secure high-quality information, data, analyses and reports

Information
· To maintain manual records/computer databases and arrange for the adaptation of these if necessary. 
· To produce more detailed lists/information/data as required. 
· To assist with the maintenance and collation of pupil reports. 
· To complete forms/returns for submission to the LA, DfE, etc. 
· To keep accurate records on attendance at school, which may involve telephoning parents for further information or clarification.  
· To produce data on attendance, as required
· Maintain confidentiality

To be noted in relation to the Job Description:
· This job description is not necessarily a comprehensive definition of the post, and the post holder may be required to undertake such other tasks appropriate to the level of appointment as the Head of School may require. It does not direct the particular amount of time to be spent in carrying them out and no part of it may be so construed.  In allocating time to the performance of duties and responsibilities, the post holder must use directed time in accordance with the school’s policy.

· This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of Kingstone Academy Trust. It may be reviewed annually or earlier if necessary and it may be subject to modification or amendment after consultation with the post holder.

General information:
· The post holder will be required to comply with Kingstone Academy Trust’s policies and procedures.
· Kingstone Academy Trust has a no smoking policy. Employees are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.
· The post holder will promote Kingstone Academy Trust’s Health and Safety work policies and ensure that these are implemented effectively within his/her areas of responsibility.
· Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Herefordshire Children’s Safeguarding Board procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. 
· Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.






















	Administration Assistant - Person Specification 


	

	Essential Criteria 
	Method of Assessment

	
Experience

	· Experience of working in a clerical/administrative role. 
· Some experience of working within a school (either in a paid or voluntary capacity).  
· Experience of dealing with members of the public
	Application form, interview and references

	
Skills and Abilities

	· Able to communicate effectively with parents, pupils and visitors to the school. 
· Good knowledge of Word, Excel and/or MIS systems 
· Well-organised and flexible approach to work. 
· Ability to work constructively and supportively as part of a team. 
· Good attention to detail. 
· Able to work largely on one’s own initiative

	Application Form, Interview and references

	
Qualifications and Training
	· GCSE Maths and English, Grade C or above, or equivalent.  
· First Aid Qualification or willingness to undertake training, if appropriate. 
	Application Form, interview, 

	
Other Factors

	· Commitment to working with young people
· Willingness to work in support of the inclusive ethos of the school. 
· Satisfactory criminal record check at an enhanced level and satisfactory references.
	Application Form, Interview, references 
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