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	Administrative Assistant      
	BS7



	Qualifications
	· NVQ3 or 4 in administration management or equivalent experience or knowledge. 
· Knowledge of Health and Safety related procedures and policies and how they apply to the work area.
· ICT literate.  ECDL desirable.
· Thorough working knowledge of job specific software packages.  
· Good interpersonal skills.
· Understanding of how to deal with customers to required service standard.
· Good knowledge of how to investigate records and data to answer questions.

	Knowledge and Understanding
		
· Understanding of safeguarding and how this is applied in a school environment.
· Understanding of safer recruitment.
· Good time management skills. 
· Use of ICT to monitor and report on maintenance and operating systems.
	


	· Operating and maintaining office equipment and other facilities where appropriate. 
· Monitoring supplies and services. 
· Ability to review service delivery and resolve problems including making recommendations for improvement.
· Cooperating with change.
· Confidentiality and understanding of GDPR regulations.

	
 

	





	Customer and Community Focused
	· Providing information for internal and external customers and service users on request.
· Resolving escalated issues from customers involving direct contact.
· Ability to work with teams across different sites in a timely and professional manner whilst upholding the local and academy ethos.

	Making Things Happen
	· Planning and delivering projects in own work area.
· Maintaining a high level of service delivery.
· Consolidating and reporting various sources of relevant information to inform others.
· Interpreting data and making recommendations for action.
· Ensuring that service delivery and processes are in line with legislative developments and quality requirements.
· Approving action outside standard delivery, within procedural protocols and parameters.



