Job Description

	Employer Name:
	Genesis Education Trust

	Job Title:
	Administration Apprentice

	Reports To:
	Office Manager/SLT

	Hours:  
	[bookmark: _heading=h.gjdgxs]8.30-16.30 Monday-Friday Term time only

	Role Summary:

To provide front of house services at the school reception desk, welcome visitors to the school, and deal with general telephone enquiries alongside undertaking general admin duties as directed by the office manager/SLT.


	
Main Duties and responsibilities:

1. Assist at the reception desk, welcome visitors to the school, answer the telephone, take messages and communicate information to relevant staff.

2. Input pupil information/data when necessary.

3. Photocopying and filing as necessary.

4. Manage the administration of school meals including:
· Maintaining the registers for school meals
· Keeping up to date with free school meal entitlement
· Dealing with queries and providing advice to parents in relation to school meals.
5. To distribute a range of letters, reports, teaching aids and newsletters around the
School.  
     6.   To carry out welfare duties            
7.   To provide clerical assistance as directed by the office manager, including reprographics, faxing, emails and making calls to follow things up as requested.

8.   To check and distribute deliveries.

9.   To stock check stationary and resources and re-order to enable sufficient     
      resources as required.
10.    To be responsible for lost property.

11.    To maintain the staff and pupil emergency contact list. 

12.    To record pupil absence and lateness. 

13.    To work with the Headteacher and Office Manager on ad-hoc administrative projects and procedures.

14.    To carry out other associated duties as requested by the SLT or Office Manager.  


N.B. These details comprise the main responsibilities of the post but they should not be assumed to be the complete list of duties. The appointed person will work as reasonably directed by the Office Manager or Headteacher. 

Key Skills and Competencies (person specification):

· Previous experience of working in an office administration role.
· Good ICT skills.
· Excellent written and oral communication skills.
· Ability to communicate effectively at all levels 
· Ability to work pro-actively as part of a team
· Ability to organise one’s own tasks and prioritise 
· Excellent numeracy/literacy skills.
· Excellent communication skills both face to face and on the telephone.
· Accuracy and attention to detail.
· Ability to work under pressure.
· Ability to self-evaluate learning needs and actively seek learning opportunities.



	General Information

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	To contribute as an effective and collaborative member of the School team
	· Any other duties as reasonably required by any manager of the school. 
· Participating in the ongoing development, implementation and monitoring of the business plans. 
· Attend regular meetings as required and make a positive contribution during meetings.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection.
 



