
HOLY TRINITY 
A Catholic and Church of England Voluntary Academy 

The Hallam Schools’ Partnership Academy Trust 

 
This school is committed to creating and nurturing a Christian ethos, safeguarding and promoting the 
welfare of children and young people and expects all staff and volunteers to share this commitment 

JOB DESCRIPTION 

SCHOOL ADMINISTRATION ASSISTANT 

Grade     3    

Responsible to    Office Manager 

Supervisory responsibility None, apart from assisting in work familiarisation of new 
members of staff.  

Main purpose of the Job 

 To support and promote the ethos of the school in all interactions and communication.  

 Under the instruction/guidance of senior staff, provide general, clerical, administrative and 
financial support to the whole school.  

 To be responsible for promoting and safeguarding the welfare of children and young 
people within the school. 

 To ensure that your role supports the school’s core purpose of Teaching and Learning both 
efficiently and effectively.  
 

Main responsibilities and tasks 

Organisation 

 To undertake reception duties, answering routine telephone, face-to-face enquiries and 
signing in visitors. 

 To assist with pupil first aid and welfare, administering first aid, looking after sick pupils, 
liaising with parents, staff etc.  

 To support the school on call system throughout the school day. 
 Assist with arrangements for school trips, events etc.  
 Assist with arrangement for visits by school nurse, photographer etc.  
 Assist with first day attendance calling. 

 

Administration 

 Provide routine clerical support e.g. photocopying, filing, complete standard forms, emailing 
and respond to routine correspondence. 

 Maintain manual and computerised records/management information systems. 
 Undertake typing, word processing and other ICT based tasks. 
 Take notes at meetings.  
 Sort and distribute mail.  

 

Resources 

 Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, 
internet). 

 Maintain stocks and supplies, cataloguing and distributing as required.  
 Operate uniform/snack or other shops within the school.  
 Provide general advice and guidance to staff, pupils and others.  



 Undertake general financial administration e.g. collecting and recording dinner money and 
processing orders.  

 

Responsibilities 

 Be aware of and comply with policies and procedures relating to child protections, security, 
confidentiality and data protection, reporting all concerns to an appropriate person.  

 To adhere to school health and safety policy including risk assessment and safety systems.  
 To adhere to school policy on equality and diversity. 
 To contribute to the overall ethos/aims of the school. 

 To appreciate and support the roles of other professionals.  
 Attend and participate in relevant meetings as required.  
 Participate in training opportunities and professional development as required.  
 Undertake similar clerical duties commensurate with the level of the post as required by the 

Head Teacher.   
 


