
 

 
 
 
 
 
 
 
 

JOB DESCRIPTION 
 

Job Title:   Administrative Assistant  
 
Responsible to:  Office Manager 
 
Responsible for:  N/A 
 
Grade/Pay Range:  Scale 4 Point 7-11 
 
Hours:    36 hours per week x 44.86 weeks per annum  
    Term time only + INSET Days 
 
 
Job Purpose 
 
To provide general administrative support within the school main office, including supporting with First 
Aid and Reception on a rota basis. This role may evolve over time depending on the needs of the 
school and the development of the new MIS system. 

 
 
Main Duties  
 

1. Undertake reception cover duties, answering general telephone and face to face enquiries and 
signing in visitors. 

2. Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc. 
3. Assisting with arrangements for visits by school photographer etc 
4. Provide general clerical/admin support e.g. photocopying, filing, shredding, complete or design 

standard forms and letters 
5. Input and maintain manual and computerised records/management information systems 
6. Update admin systems such as staff signing in sheets, pigeon holes and telephone extension 

lists and to ensure these are always accurate and up to date 
7. Manage the process of booking lockers and clearing at the end of the year  
8. Produce lists/information/data as required e.g. pupils’ data 
9. Manage processes for staff such as key and access card distribution 
10. Undertake typing and word-processing and other IT based tasks 
11. Undertake routine administration  
12. Support with resource production in case of absence 
13. Sort and distribute incoming mail and frank outgoing mail 
14. Delivery of hard paperwork or items to families, schools or organisations in local area 
15. Filing and archiving as appropriate  
16. Maintain stock of relevant supplies, cataloguing and distributing as required 
17. Maintain log of staff radios and ensure they are fit for purpose 
18. Keep public reception area, meeting rooms and staff rooms tidy 
19. Provide general advice and guidance to staff, pupils and others 
20. Provide administrative support with ad hoc projects that may arise 



 

 
 
 
The above-mentioned duties are neither exclusive or exhaustive and the post holder may be 
required to carry out other duties as required by the service.  
 
 
School Vision and Ethos – Encourage, Challenge, Succeed 

 
For Heathcote School staff in general:  
 
1. To play a full part in the life of the school community, to support its distinctive vision and ethos 

and to lead staff and students in doing the same. 

 

2. To actively support the school’s school improvement priorities. 

 

3. To adhere to relevant staff policies and the staff professional code of conduct as developed 
collectively by staff. 

 

4. To comply with the school’s Health and Safety Policy and undertake risk assessments as 
appropriate. 
 

5. To always to perform duties in all elements of the role in a professional manner and with integrity, 
mindful of confidentiality as appropriate. 
 

6. To provide cover for any member of the administration team in accordance with school priorities. 
 

7. To participate in the appraisal process, in line with school policy. 
 

8. To manage both internal and external relationships, striving for excellence in stakeholder 
satisfaction and to adhere to a high challenge, low threat philosophy. 

 
9. To work effectively and successfully in your team within the school. 
 
10. To participate in continuing professional development opportunities as identified through 

appraisal and ensuring ability to fulfil the role effectively. 
 
11. To ensure confidentiality is respected and all issues are dealt with sensitively. 
 
12. To be alert to issues of safeguarding and whistle blowing, as per school policies, ensuring that 

the welfare and safety of children attending the school is promoted and safeguarded and to 
report any child protection concerns using the appropriate procedures. 
 
 

 
Name of post holder .......................................................................................................... 
 
Signature .............................................................................. Date ………………… 


