TOTTINGTON HIGH SCHOOL

	Post Title: Administration/Support Assistant


	Department : EDUCATION AND CULTURE


	Establishment: 

TOTTINGTON HIGH SCHOOL

	Division/Section: EDUCATION SERVICES


	Post Grade: Grade 4

	Location:   TOTTINGTON HIGH SCHOOL

                     LAUREL STREET

                     TOTTINGTON

                     BURY BL8 3LY


	Hours:

30 HOURS PER WEEK/TERM TIME ONLY + 5 DAYS (2 days to be taken during the summer holidays around the exam results day in August)
A certain amount of flexibility is required of the post-holder during peak exam season, therefore work patterns may vary from time to time. Intended variations would be notified in advance

	Special Conditions of Service (if appropriate):

Annual leave MUST be taken during periods of school closure



	Purpose and Objective of Post: 

To provide support to the Network and Data Manager, Exams Office and Reprographics Department.
Under the direction of the Office Manager provide routine general clerical, administrative 

and Reception duties

	Accountable to:  Governing Body



	Immediately responsible to:  Network and Data Manager

	Relationships : (Internal / External)

SLT, Teaching Staff, Support Staff, Governors, Parents, Students, LEA Officers, Various Outside Agencies 

	Control of Resources:


	Duties:

Reception Duties:

· Dealing with student / parent enquiries.

· Signing in Parents/Visitors taking into account all Safeguarding measures.

· General telephone enquiries.

· Receiving deliveries for School/Departments.

Administration
· Work as directed to provide a comprehensive administrative support with regards to examination, general admin and reception duties 
· Utilize the School SIMS and data systems to ensure the efficient and effective delivery of services
· Support the Network and Data Manager, and Reprographics Officer with the preparation of reports, printing and distribution to SLT for quality assurance and to form tutors when ready for sending to parents
· Coordinate and record documentation associated with exams

· To undertake administrative work in connection with preparation to mock and GCSE examinations

· Provide assistance with initial assessment/admissions process and exam invigilation

· Provide general clerical support eg. Photocopying, filing, faxing, emailing, completing routine forms and responding to routine correspondence

· Maintain manual and computerised records/returns/ management information systems, including maintaining spreadsheets and databases

· Undertake typing, word-processing and other IT based tasks, including the production of letters, reports and schedules using relevant IT packages

· Deal effectively and respond to a wide range of queries from staff, pupils, parents, exam boards etc.

· Assist with the preparation of information for audit and inspections

· Produce lists/information/data as required ie. Pupil data

· To undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors
Responsibilities:
· Be aware and comply with policies and procedures relating to Child Protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required

· Participate in training, other learning activities and performance development as required
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