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Job Purpose

The Administration Assistant will be required to provide Business and Administration support to our OFSTED 'Outstanding’
academy.

Duties and responsibilities

To be responsible for the administration of all residential and days trips

To assist trip leaders with the organisation of school trips, making venue bookings and arranging transport and
accommodation as required

To ensure that school trips are accurately costed and remain cost-effective for both parents and the school

To draft and issue parental communications regarding trips in liaison with the trip leader, responding to queries raised
To be responsible for the administration of ParentPay cashless payment system

To apply accurate charges for trips, dinner money, wraparound care, and any other chargeable income

To track and collate parental payments and consent, following up on outstanding payments and setting up payment
plans where required

To become confident and familiar with the school's administrative systems for effective communication within the
school

To monitor registration - identifying missing marks, sending absence communication to parents, and recording absence
reasons (two days per week only)

Administration

Monitor main school email account, ensuring mail is distributed appropriately

Provide effective administration support to school, working as an individual or as part of office team as required
Manage manual and computerised records, ensuring accuracy in information systems

Good working knowledge of Microsoft Office (especially Word and Excel)

Assistance at Reception if required

Other duties as may be appropriate to achieve the objectives of the Academy

Other Duties

General

To be first aid trained and be prepared to provide emergency first aid to students, staff and visitors as necessary
Administering prescribed medication to named pupils following appropriate professional training.

Contribute to the overall ethos/aims of the academy with a ‘positive, can do’ attitude and a good sense of humour
Participate in training, other learning activities and performance development as required.

Attend and participate in relevant meetings as required.

The post holder is required to be aware of and comply with policies and procedures relating to child protection, equal
opportunities, health and safety, security, confidentiality and data protection, reporting all concerns to the appropriate
person.

The post holder has a responsibility to safeguard and promote the welfare of children and vulnerable adults during the
course of their work. This post requires the post holder to undertake an Enhanced DBS check.

Undertake any other task, as deemed appropriate by a senior member of staff (Head Teacher or School Business
Manager)

Please note that this is illustrative of the general nature and level of responsibility of the work to be undertaken. It is not a
comprehensive list of all tasks that the post holder will carry out. The post holder may be required to undertake other duties
that may be required from time to time within the general scope of the post.

This job description may be amended at any time in consultation with the post holder.
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Criteria (Essential and
Desirable)

Knowledge,
Understanding and
Experience

Experience of working in a school office (desirable)
Knowledge of SIMS & ParentPay (desirable)

Experience of coordinating school trips (desirable)
Good organisation skills (essential)

Ability to work on own initiative (essential)

Able to work as part of a team (essential)

Qualifications and
Training

Minimum of 5 GCSE’s at Grade C or above including Maths and English.
(essential)

First Aid Qualification (Desirable — training will be available for the successful
candidate)

Skills and abilities

Competent IT skills including Microsoft Excel and Word (essential)

Excellent communication skills and ability to deal with a range of internal and
external stakeholders. (essential)

Ability to work under own initiative and seek management assistance when
appropriate. (essential)

Personal Qualities and
Attributes

Self Awareness: learns continuously and effectively adapts behaviour in
response to feedback.

Personal Effectiveness: makes things happen; operates with resilience,
flexibility and integrity.

Communication: shares and listens to information, opinions and ideas, using a
range of effective approaches.

Service Delivery: understands stakeholder needs and responds appropriately.
Ability to identify own training needs and willingness to participate in training
and development opportunities

Presents professionalism, honesty and integrity at all time.

Comply with Trust’s commitment to the protection and safeguarding of
childran




