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Job Description
Administration Assistant


	Job Title:
Administration Assistant
	Department: Education


	Division/Section:
Little Ilford School
	Job Number: 

	Grade: Scale 3
Hours:   36   Weeks: Term Time only
	Date last updated:
June 2025



	EQUALITY AND DIVERSITY

	
We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  




Overall Purpose of Job
The overall task of the postholder will be to work within the area of the general office to provide a flexible administrative service to support the school and cover for absent colleagues.   


Person reports to:			Office Manager 

Assists in the supervision of: 	None


__________________________________________________________________________

Key Tasks and Accountabilities
This list is intended to outline the key duties of the role and is not exhaustive. The postholder will be expected to undertake other reasonable duties as required.

1. Responsible for the administration of suspensions Internal / External. Entering information on SIMS, Google Drive, Re-integration spreadsheet / sending to PALS / DPALS and parent / carers. Providing copy to Governor for external suspensions
2. To be a part of the team answering all telephone queries to the office.  Answering telephones in a professional manner, ensuring calls / queries are directed to relevant departments
3. To support with staff / student enquiries at student reception, ensuring the Safeguarding of students (signing in/out of school) Liaising with PAL / DPAL for confirmation. 
4. To input information about student absence / return on SIMS.
5. To be responsible for correspondence to parents / carers following in term leave requests during term time, following response from the Headteacher.
6. Support with the school app (PS Connect) messages, forwarding to relevant departments and responding to parent / carers requests in a timely manner
7. Logging of all student absences received via PS Connect / telephone on SIMS in a timely manner to ensure Safeguarding. 
8. Providing iPay impact information e.g.  letters / logins for students, parents / carers for lunch money.
9. Processing payments for visitors and staff for lunch payments
10. Processing online parking permits  / taking payment for parking permits on MiPermit and booking minicabs as and when required.
11. Providing requested information for students, parents / carers as evidence of attending LIS.
12. To be responsible for updating / maintaining Student and parental information on SIMS, ensuring evidence is provided for Safeguarding..
13. To assist in ensuring preparation of Parents Evening documentation is accurate. Providing data collection sheets, attendance and other documentation (requested by PAL / DPAL / SLT)
14. Assisting with the updating agency staff information on DBS spreadsheet to ensure Safeguarding and support the Cover Officer as and when required.
15. Printing of the report of live Fire Registers in the event of a fire / fire test
16. Assisting with checking of students in receipt of free school meal updates received from Borough, against LIS list.  
17. In the absence of the receptionist, provide a caring and responsive service to visitors, parents, teachers and students.
18. To deal with correspondence and enquiries issues by telephone, meeting face to face or writing., including ‘to whom it may concern’ letters.

19. To ensure that confidentiality is maintained at all times. 

20. To assist with general administration across the school as and when needed.

21. To work flexibly as part of a team to meet any emergencies that may arise, this will include working outside of agreed working hours.

22. To support the cover officer as and when required.

23. To undertake such other duties which lie within the post-holder’s competence and contribute to the learning environment within the school, which may be required from time to time. 
Safeguarding
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies
· Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
· Promote the safeguarding of all pupils in the school
These responsibilities and duties may be subject to variation as the school’s needs change at the reasonable discretion of the Headteacher.




	Person Specification
(Method of assessment)




	
	Criteria
	Essential
	Desirable

	1.
	Educated to a good academic level and have a high level of numeracy and literacy. Minimum C grade GCSE in Maths and English.
(Application/Interview/Test)
	√
	

	2.

	Able to demonstrate a degree of initiative, self-motivation and drive. Working to agreed deadlines with minimal supervision.
(Application/Interview/Test)
	√
	

	3.
	     High level of interpersonal, communication and presentational skills.
     (Application/Interview/Test)
	√
	

	4.

	Computer literate –  MS Office, Google suite etc.
(Application) 
	√
	

	     5.

	Must have experience of working as part of a team .
(Application/Interview)
	√
	

	6.    
	A calm, decisive, unflustered and warm manner with staff, students and the public
(Interview)
	√
	

	7.
	Excellent administrative and organisation skills
(Interview)
	√
	

	8.
	Maintains confidentiality at all times. 

(Application, reference)
	√
	

	
	Commitment to safeguarding and equality
	√
	

	
	      Commitment to school and LA Equal Opportunities          Policy & Practice
	√
	

	
	    Excellent attendance & punctuality
	√
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