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JOB DESCRIPTION
DIVISION:
Callerton Academy
POST TITLE:
Administrative Assistant Level 3 
GRADE:  
N4
RESPONSIBLE TO:
PA to the Principal 
RESPONSIBLE FOR:
N/A

JOB PURPOSE: 
To provide comprehensive administrative support to the school.

 
MAIN DUTIES:

This list is typical of the level of duties expected of the postholder.  It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time.

1
Create and maintain records, organise meetings, responding to and answering inquiries including by letter, maintain office systems and diaries, etc.

2 Ensure that office machinery, stationery and other office consumables (including basic maintenance of equipment) are ordered in accordance with purchasing procedures.

3 Provide reprographic services to staff as required.
4 Respond to enquiries, verbally and in writing, arising from a variety of sources and decide on subsequent action.
5 Responsible for preparation and design of a range of Academy documentation including contributing to website, development and design, and liaising with graphic designers, printers and newspapers etc as required. 
6 Collate student reports as required.
7 Assist in the training of, demonstration of duties to, and giving support, to staff and volunteers.
8 Collecting, accounting for, reconciling and security of petty cash, school fund and/or other amounts of cash/expenditure, cheques etc in accordance with Financial Regulations.
9 Liaise with staff, pupils and parents as appropriate to meet the requirements of the school including the provision of reception service, arranging events, work experience and administering cover for absent teachers.
10 Promote and implement the school's equal opportunities policies in all aspects of employment and service delivery.
11 The postholder will have responsibility for promoting and safeguarding the welfare of children and young persons they are responsible for, or comes into contact with.

