Apprentice Administration Assistant

Job Specification

Accountable to: Office Manager

Salary: £

Hours: 37.5 hours per week

39 Weeks per year (to be conifirmed)

Job Summary:

The Administration Assistant will assist the Admin Team in providing a welcoming reception service and clerical
support.

This role will require excellent communication skills and the ability to liaise and staff, students and parents.

Main Duties:

a)

b)
c)

d)

e)

f)

g)

Clerical Duties: typing reports/letters, photocopying, sending emails, filing, message taking, sorting and
distributing post;

Correspondence: responding to enquiries from parents, staff, suppliers and other stakeholders;
Reception Duties: meet and greet visitors, staff and students courteously and professionally;

Record Keeping: maintaining manual and computerised systems including inputting data, keeping records,
statistics, confidential and general filing systems as directed;

Meetings and Events: assist in the organisation of events and meetings ensuring all necessary
arrangements are made;

Main point of contact as Exams Officer or Cover Co-ordinator

Contribute to the BHS family.

Equal Opportunities:

a)

b)

To promote equal opportunities in education in order that all children and families will gain optimum
benefit from the service provided.

To promote and ensure that all students and young people are happy, healthy, safe, successful and achieve
economic wellbeing

Generic Staff Requirements:

a)

b)
c)

d)

Uphold the professional standards expected of every member of the school staff in all dealings with
colleagues, students, parents/carers and the wider community

Adhere to the principles expressed in the aims of the school and its mission statement

Actively contribute to the continued development of the school by attending training, participating in
relevant meetings and putting forward ideas for improvement

Be a positive, collaborative team member



e) Apply all school policies in all aspects of the role

f) Keep up to date with all aspects of the safeguarding policy and familiar with Keeping Children Safe in
Education document

Whilst every effort has been made to explain the main duties and responsibilities for this post, each individual task
undertaken may not be identified, especially in the context of a new and growing school, which requires flexibility in
all its employees.

This job description is current at the date shown but, in consultation with the post holder, may be changed by the
Head Teacher to reflect or anticipate changes in the job commensurate with the grade and job title.

All post holders are accountable through the Chapel Street Trust and Burnley High School Performance
Management Policy. The Governors and Head Teachers of the Chapel St Trust are committed to safeguarding and
promoting the welfare of all children and young people and ensuring that safer recruitment procedures are in
place.

We promote diversity and want a workforce which reflects the population of Burnley and the North West.
Applications are welcome from all, irrespective of sex, sexuality, race, religion, marital status, age or
disability. This job description will be reviewed annually. The post-holder may be required to take on
additional responsibilities when necessary to ensure the effective running of the school



Person Specification

This person specification lists the requirements that are necessary to fulfil this role and how these will be assessed (I = interview, A =
application form, R = reference)

This is a new post at Burnley High School and some aspects of the role are open for discussion with the successful candidate

Essential Desirable How Identified
Qualifications

English and Maths A*-C or equivalent A
Skills

Excellent communication skills written and

spoken A/l

Have a hands on approach A/l

Ability to work as part of a team and on your
own initiative

Abilities, Knowledge

Good IT skills A/l
Well organised with the ability to work to tight
timescales A/l

Ability to take on individual project work and
demonstrate initiative

An understanding of the need to deal with
stakeholders sensitively and to keep information

confidential
Personal Qualities Good interpersonal skills A/l
Highly organised, literate and articulate A/l
Highest level of professional integrity A/l
A/l
Teamwork Ability to promote and develop positive A/l
relationships within and beyond the school
A high level of self-awareness — knows A/l
strengths and weaknesses and can relate to A/l

difficult personality types well A/l







