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Job description 
 
 
Job Title:  Administrative Assistant 
                                   Maternity Cover 12 month fixed term contract in the first instance 
 
Salary:  SCP 1-5 
                                   £17,364 - £18,795 (Full Time Equivalent)  
                                   £12,094 - £13,091 (actual salary) 
 
Hours of Work: 30 hours; 9 am to 3 pm Mon-Fri  
                                   Term time + 1 week (39 weeks)                         
 
Accountable To: Governing Body 
 
Reports To:  Office Manager 
 

Job purpose 

 

To provide day to day effective, confidential, administrative support for the school. To 

work at all times to raise the public image of the school and provide a welcoming, 

courteous reception to all school visitors. 

 

Main duties 

 
Reception 

 Undertake reception duties, receiving internal and external visitors to the school, 

ensuring they are welcomed in a polite, friendly and efficient manner, ensure 

school security arrangements are always complied with, including the issue of 

visitor’s badges and signing of the visitor’s book. 

 Direct visitors to the appropriate member of staff and provide hospitality as 

required. 

 Accept and sign for deliveries as appropriate. 

 Undertake varied administrative tasks including; operating systems, 
photocopying, copy typing, filing, data input and collation, amending directories, 
updating manuals, replenishing stationery, tea, coffee, bottled water, toner and 
other items. 

 Maintain IT equipment including the installation of toner cartridges and liaising 
with the IT support team. ICT troubleshooting and minor repairs/ liaising with ICT 
support as required 

 Minute local meetings, produce letters, reports and other documents using 
information technology including email and internet. 

 Arrange room bookings, ensuring that meeting rooms are set up and 

maintained, arranging the provision of refreshments where required. Organising 

room changes as necessary. 
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 Maintain telephone communication both in and out of the office, ensure 

messages are processed and other enquiries are dealt with in the appropriate 

manner. 

 Process incoming and outgoing mail as required, sorting and delivering post. 

 Book school trips, liaising with taxi firms, coach operators and venues. 

 Undertake general housekeeping duties e.g. tidying, loading the dishwasher etc. 

 To liaise with the Site Manager to arrange repairs and other works, completing 

the relevant paperwork as required. 

 To be responsible for the preparation and maintenance of the manual and 

computerised pupil data records. 

 Maintain the staff swipe card system. 

 Assist with the organisation of evening events 
 

Welfare 
 

 Arrange and assist with visits from the school nurse, dentist or other provider to 
arrange injections and medicals for students or staff. 

 Administer First Aid, medicines and Epi pens to pupils as required, in keeping 
with the school’s policy and order first aid supplies as necessary. 

 Liaise with parents regarding pupils’ sickness/injury. 

 Assist with the general welfare of pupils. 

 Record Accidents, ensure that incident logs are completed and kept up to date, 
tracking forms from issue to completion, filing and forwarding to other bodies as 
necessary 

 
Finance 
Under direction of the Finance Assistant/ Business Manager;  

 Collect, record and issue receipts for School monies from pupils and parents as 
required, including lunch money, trips etc. 

 Administer pupils’ lunch money, providing receipts and ensuring that money is 
allocated to the pupil’s accounts  

 To be responsible for the completion of all administration for school meals and 
free school meals and liaison with parents. 

 Prepare monies for banking and bank as necessary 

 Order supplies and equipment, obtaining VAT receipts for purchases. 

 Provide day to day administration of the school’s petty cash system. 

 Catalogue, prepare, issue and maintain equipment and materials. 

 Carry out all financial administration in accordance with appropriate EFA and 
school financial regulations and policies.  

 
Team working and collaboration 
 

 Work collaboratively as part of a team and provide help and support to other 
team members. 

 Participate in any relevant meetings/professional development opportunities at the 
school as appropriate 
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 identify opportunities for working with colleagues and sharing the development of 
effective practice with them 

 To support the effective running of the school by ensuring the policies and 
procedures are understood and followed 

 Cover for absent colleagues as appropriate. 
 
 
Professional development 
 

 Regularly reflect on the effectiveness of your role as part of the appraisal process, 
refining your approaches where necessary and responding to advice and feedback 
from colleagues 

 Be responsible for improving your practice through participating fully in training and 
development opportunities identified by the school or as developed as an outcome 
of your appraisal 

 
Other 

 Communicate effectively in a professional manner by email internally and 
externally. 

 Provide other administrative support as directed by the line manager. 

 Be aware of and comply with policies and procedures relating to child protection, 

equal opportunities, behaviour for learning, health and safety, confidentiality and 

data protection, reporting all concerns to an appropriate person.  

 Contribute to the overall ethos/work/aims of the school. 

 Be flexible and work according to needs, which may involve assisting other 

areas which are commensurate with the grading of the post. 

 have high regard for the ethos, policies and practices of the school and maintain 

high standards in your own attendance and punctuality 

 Perform any reasonable duties as requested by the line manager or other 

member of staff acting on their behalf. 

 
This job description is not exhaustive and it is expected that the post holder will undertake 
additional duties on occasion, within their capabilities. This document will be regularly 
reviewed and changes will be made in consultation with the post holder. 
 
 
Signature of Post Holder:  ______________________________  Date:  _____________ 
 
Signature of Principal:  ______________________________  Date:  _____________ 
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Person specification 
 

 Essential Desirable 

 
Qualifications 
 
 
 
 
 
 

 
Good general level of education. 
Grade C or above GCSE in Maths 
and English (or equivalent). 

 
Evidence of continuing 
professional development e.g. A 
levels. 
 
Typing qualification. 
 
First Aid training. 

 
Experience 
 
 
 
 
 
 

 
2 years’ experience of working in 
a busy office environment. 
 
Experience of working 
successfully and cooperating as a 
team member. 
 

 
Previous experience of school 
office work.  

 
Knowledge 
 
 
 
 
 
 

 
Computer literate particularly in 
use of Microsoft Office Software, 
email and internet. 
 
 

 
Ability to demonstrate a good 
understanding of autism 
 
A good understanding of, and 
commitment to, Safeguarding, 
health and safety, data 
protection and equal 
opportunities 
 

 
Skills 
 
 
 
 
 

 
Numerate and accurate. 
 
Good keyboard skills 
 
Enthusiasm, motivation and 
flexibility. 
 
Ability to communicate effectively 
verbally and in writing with pupils, 
parents/carers and other 
stakeholders 
 
Excellent organisational skills, 
attention to detail and has high 
standards.  
 
Excellent interpersonal skills. 
 
Able to work using own initiative 
within boundaries 

 
Ability to communicate using a 
variety of different methods 
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Attitude 
 
 
 
 
 
 

 
Well presented with a welcoming, 
friendly manner.  
 
Willing to undertake further 
training 
 
Ability to remain calm under 
pressure and demonstrate tact 
and diplomacy. 
 
Ability to maintain confidentiality. 
 
Ability to undertake the duties of 
the post with reasonable 
adjustments as required under the 
Equality Act 2010. 
 
Be sympathetic to the school’s 
ethos and aims and meet the 
expectations of the Governing 
Body. 
 

 
 
 

 
 
 
 

 
Closing date for applications: 
 

 

 
Contact: 
 

 

 
 


