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JOB DESCRIPTION

Post Title: 		Administration Assistant 

Salary scale: 		Grade 14 (£17,480 pro rata, term time only)

Hours:			30 hours per week 

Contract Type: 	Permanent

Responsible to:	Business manager   

PURPOSE OF THE JOB
The post holder will play a key role in ensuring the effective and efficient functioning of the administration team within the role.

MAIN DUTIES / CORE RESPONSIBILITIES

Key duties:
· Greeting students upon arrival
· To undertake reception duties, ensuring a welcoming environment, whilst maintaining the security of the premises
· To be a point of contact for enquiries via the telephone, e-mail or in person
· To answer telephone calls and provide advice as appropriate
· In conjunction with the Administration team, and under the direction of the business manager, liaise with parents, staff and outside agencies
· General administration; typing correspondence or documents as required
· To produce well presented and accurately typed documents
· Monitoring school e-mails and responding appropriately
· In conjunction with the Education and Family Support Lead, ensure all registers are up to date and follow up any unexplained absence
· Sorting post, filing and photocopying
· To undertake any other administration tasks that are commensurate with the role 

Personal responsibilities: 
· To uphold and demonstrate the values of the school
· To treat students, staff, visitors and families fairly, equitably, dignity and respect to create and maintain a positive school culture 
· To celebrate the achievements of individuals and teams 
· To manage own workload and that of others to allow an appropriate work/life balance 
· To regularly review own practice, set personal targets and take responsibilities for own personal development 

      Tor School
     Headteacher: Matt Hill
     Tel: 01458 258296
image1.jpeg
OTOR SCHOOL




