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Description automatically generated]Smart Multi Academy Trust
Job Description

	Post:   
	ADMINISTRATIVE ASSISTANT
	JD Ref: 
	

	Responsible to: 
	Headteacher (line-manager) & Trust Operations Manager (directing)
	Pay: Band:
	

	Responsible for:     Staff
	Nil

	                                  Finance
	Occasionally handling small amounts of cash, processing financial documents

	                                  Physical
	Shared responsibility for PC and office equipment.  Handling and processing information

	                                  Stakeholders
	Assisting with basic welfare needs of pupils

	Job Purpose:
Under the guidance of senior staff and in line with Trust policies & procedures, be responsible for undertaking administrative, financial and organisational processes within the school. Administrative Assistants will work flexibly at allocated school and across the Trust if required.



	Main Duties:
1. Individually and as part of the team provide general office support, handling mail/email, dealing with visitors, reprographics.
2. Assist in developing administrative systems in order to meet specific school requirements.
3. Assist in organising school trips and events and arrangements for visitors e.g. photographer, school nurse etc.
4. Manage manual and computerised record and information systems (e.g. Arbor, PSF) to include accurate data input.
5. Assist with processing relating to pupil attendance e.g. Checking registers, first day calling, produce letters from template in line with policy
6. Produce reports, lists and provide relevant information as required.
7. Undertake word processing
8. Undertake front of house and reception duties, liaising with staff, outside agencies, parents and other visitors
9. Assist in the maintenance and content upload of the website and school social media accounts
10. Assist with the arrangements for visitors e.g. photographer, school nurse etc.
11. Assist with pupil admission and transfer procedures in accordance with DfE and LA regulations liaising with Headteacher, the LA and other schools.
12. Comply with all policies and procedures relating to health, safety and security, confidentiality, data protection and safeguarding.
13. Recognise own strengths and areas of expertise and use these to advise and support others
14. Undertake any other duties and responsibilities consistent with the nature, level and grade of the post.



	Working arrangements:         

	Transport requirements:
	Nil

	Environment:
	Office based, mainly seated. Some standing, walking, lifting or stretching.


Duties in this job description are indicative and may vary over time

	PERSON SPECIFICATION – ADMIN ASSISTANT

	Essential
	Desirable

	Qualifications and knowledge

	A good general education demonstrating excellent literacy and numeracy
	NVQ level 3 in a business-related discipline

	Experience

	An experienced administrator covering a broad range of office tasks
	Working in a busy school office

	Relevant office-based systems and equipment
	A working knowledge of Arbor MIS

	Skills & Competencies

	Able to work without constant supervision within set policies and procedures
	Advanced skills in Microsoft Office products

	IT literate and good keyboard skills, demonstrating accuracy and attention to detail
	

	Able to work with children and adults
	

	Able to interpret information and solve straightforward problems
	

	Physical, Mental, Emotional & Environmental Demands
	

	Ability to deal with minimal exposure to disagreeable or unpleasant circumstances when dealing with stakeholders
	

	Some pressure from deadlines, interruptions and conflicting demands
	

	Other
	

	Reliable and punctual
	Evidence of undertaken learning outside the workplace.

	Demonstrates highest levels of integrity
	

	Works collaboratively and promotes team spirit
	

	Flexible, adaptable and cooperative
	

	Organised and efficient.  Able to manage time effectively.
	

	Attend meetings and engage in training and development as relevant
	


Assessment methods: application form, interview, references, ability tests, presentation and others such as questionnaire, assessed group work, case studies.
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