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MONKSEATON HIGH SCHOOL

ADMINISTRATIVE ASSISTANT
Job Description

Grade: APT&C Grade 4 term time only + 5 days contract  
Salary: £16,732 - £17,371 FTE   *pay award pending
Working Hours: 37 hours per week  
Responsible to: Business Manager
Main purpose:

Under the direction/instruction of senior staff: provide routine general clerical, administrative and financial support to the school. 

Main duties:

· Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors.
· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc. 
· Assisting with arrangements for visits by school nurse, photographer etc. 
· Assist in arrangements for school trips, events etc. 

Individuals in this role may also:

· Provide general clerical/administrative support e.g. photocopying, filing, faxing, completing standard forms, responding to routine correspondence.
· Maintain manual and computerised records/management information systems. 
· Produce lists/information/data, as required e g pupils’ data, statutory returns etc.
· Undertake typing and word-processing and other IT based tasks.
· Take notes at meetings and provide admin support.
· Sort and distribute mail and outgoing post.
· Undertake administrative procedures e.g. registers/school meals/pupil reports/uniform. 
· Assist with administration of school lettings and other uses of school premises. 
· Maintain stock and supplies, cataloguing and distributing, as required.
· Undertake general financial administration such as processing orders, collecting money and undertaking basic book keeping such as petty cash 
· Provide general advice and guidance to staff, pupils and others. 

· Perform basic first aid and administer medicines.

· Undertake checks of medical records and medicines held on site.

· Carry out other duties, commensurate with the post, as required by the Headteacher and / or Business Manager.

Support for the School

· Be aware of and comply with school policies and procedures, specifically those relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Contribute to the overall ethos, work and aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings both during and after the school day as required.
· Participate in training and other learning activities and performance development as required.
· To undertake such other duties that may be required to meet the needs of the school.
General

· To meet deadlines and manage workload effectively.
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy.
· The Governing Body is committed to safeguarding and promoting the welfare of students and expects all staff and volunteers to share in this commitment.
· The post-holder must act in compliance with data protection principles in respecting the privacy of personal information held by the school.
· The post-holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of school records and information.
· The post-holder must carry out their duties with full regard to the Staff Code of Conduct, Acceptable Use Policy, Child Protection Policy and all other Policies
Person Specification for Administrative Assistant
	SPECIFICATION 
	ESSENTIAL 
	DESIRABLE 

	Qualification and training 
 
 
	Current NVQ level 2 in English and Maths or equivalent or experience in relevant discipline/job role  
	 

	Experience 
 
	General clerical / administrative work.
	Relevant work experience in a similar environment. 
 
Working knowledge of SIMS.

	Qualities, skills, knowledge and abilities. 
	Good understanding and ability to use relevant technology e.g. computer equipment, software, photocopiers.

Appropriate knowledge of first aid / willing to train for relevant qualification.

Keyboard / computer skills.

Ability to relate well to children and adults.

Work constructively as part of a team: understanding school roles and responsibilities and own role within these.

Participate in development and training opportunities. 
 
	  

	Disposition 
	Able to work on own initiative and as part of a team. 
A friendly, positive and flexible approach.

Commitment to safeguarding and promoting the welfare of children and young people.
	 


Job evaluation code AG2


