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Job Description

Job Title: Admin Assistant






Responsible to: Vice Principal
Level: Grade 4 point 6-7
Term Time Only 35 hours per week
Key Role: To be part of the administration team, providing support to the school through the performance of a range of clerical and administrative tasks. First Aid Support is an additional requirement.
Main Responsibilities
General

· All administrative and clerical duties to support the Exams Team
· To provide admin support to SLT if and when required 

· Required to carry out First Aid, training will be provided if necessary
· Liaising with external agencies

· Assist with timetable support

· Updating staff on pupils’ needs

· Photocopying
· To provide cover on main school reception in the event of sickness or absence

Other 

· Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job and needed to support efficient administration across the whole school
· Carry out all duties with due regard and compliance with the confidentiality and data protection regulations, particularly with regard to pupil data
· Carry out all duties maintaining the highest levels of customer care and service and adhering to the school’s safeguarding and security policies at all times

· The post holder is responsible for the safeguarding and promotion of the welfare of children.
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