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POST PROFILE

	Role:  ADMINISTRATION ASSISTANT

	Reporting to:
	Administration Manager

	Salary Grade:
	C+

	Full Time/FTE:
	Term Time Only 

	Hours of Work:
	37 Hours per week (8.00 – 4.00 Monday – Thursday, 8.30 – 3.30 Friday) with some flexibility of hours to meet specific work demands. 

	Location:
	Nunthorpe Academy

	Purpose of Job/Job Summary

	The role of Administration Assistant is essential to the successful operation of the Academy. As the Administration Assistant you will ensure that all administrative processes within Business Support are carried out in a timely and accurate manner.




Key Tasks/Principal Accountabilities:

1. Co-ordination of the administration of the PSP process, which includes:

· Prepare student packs for PSPs

Liaise with parents/HoH/Pm to arrange and minute PSP meetings (1 meeting per ½ term for each student on PSP) 
2. Administer Pastoral related documentation such as:

· Organise evidence folders for HoH/PMs 
· Maintaining Pastoral databases and sending letters as requested.

· Student of the month (letters and certificates) for winners and nominated students.

· Rewards – order rewards and organise paperwork for rewards assemblies.  Send whole school letters and apply rewards points for behaviour and attendance at appropriate reward times.

· Filing – maintenance of paper and electronic filing systems.

· PRE – preparing and producing relevant paperwork including sending duplicate interim reports to estranged parents.

· Archiving – update filing systems for September and destruction of old student files.

· Any other general admin support as requested


3. Administration for allocated member of the senior leadership team as and when required including:

· General administration for SLT – to be split amongst whole admin service. 
· Primary Head meetings as and when required. – this is a requirement once or twice a half term.
5. Bulk photocopying as required to assist Faculties etc.
6. Production of the general letters as instructed by the Administration Manager.

7. Cover student reception including maintaining school shop (available during set points in the day as the admin office).
8. General support for whole school events (PRE/school photos/injections). 
9. Any other relevant tasks as required by the Administration Manager.

10. In conjunction with the administration manager facilitate work experience placements by contacting placements to check progress and attendance – the ownership responsibility will lay with the Administration manager.

11. Co-ordinating vaccination letters. - Sending out/collecting vaccination letters, ready for processing by Local Health Authority. 


Key Competencies/Attributes:

	
	Essential
	Desirable

	Education/Training:
	· Minimum  GCSE grade B (or equivalent)  in Maths and English.
	· A relevant administration qualification 

	Specific Skills/Knowledge:
	· Prior administration/clerical experience

· Strong verbal and written communication skills.

· Familiarity with business software such as Microsoft Office.
	

	Personal Attributes:
	· A high level of confidentiality.

· Excellent interpersonal skills.

· The flexibility and 

· Enjoy working with people.

· Good level of diplomacy.

· The ability to work as part of a team but also on your own initiative (when required).

· The ability to work accurately, with attention to detail.
	· willingness to learn and potentially take additional training.


Essential Characteristics for all Nunthorpe Staff

1. To be utterly ambitious for the achievements of all our students and staff.

2. To be thoroughly optimistic and to possess a real passion for the intellectual processes which constitute learning.

3. To have a good sense of humour and the ability to always keep a sense of perspective.

4. Be prepared to ‘go the extra mile’ for our Academy in pursuit of excellence.

5. To participate fully in our Academy’s Performance Management and AIP Policies and all procedures.

6. To contribute to co-operative and flexible working styles to ensure efficient operation of the Academy at all times.


Flexibility:

Please note that in some cases particular duties and responsibilities are difficult to predict and may vary from time to time. In addition, it is a requirement of all employees that they accept elements of flexibility in duties and responsibilities and where necessary, interchange these to meet the needs and demands of the organisation. Such a requirement will enable the post holder’s skills to be maximised to the mutual benefit of both Nunthorpe Academy and employee.

Review:

All post profiles will be reviewed regularly as part of individual and organisational development and performance reviews and set in the context of the Academy’s vision, aims and current improvement plan and may be subject to variation.[image: image1][image: image2]
