

[image: keydocs-background-banner]






Court Schools
Admin Support Assistant: HR & Finance
Based: Magdalen Court School

Job details

Job title: Admin Support Assistant
Salary: £25, 982 (Actual Salary) Sept 25
Hours: 37.5 Hours per week 39.6 Weeks per Year – 36.6 term time + 3
Contract type: Permanent
Reporting to: COO	

Main Purpose 
The Admin Support Assistant will: 
Support the administrative processes including organisational systems within Court Schools
 Support the HR processes within Court Schools
Support the Finance processes within Court Schools
Be an ambassador for Court Schools, embodying the values, vision and ethos of the school in all interactions.
Work in partnership with the Admin Team to support the business arm of Court Schools
The role and work of the Administration Support Assistant involves dealing with sensitive and confidential information regarding staff and pupils. It is essential to maintain the highest level of confidentiality in relation to all school matters.
 Magdalen Court School is committed to safeguarding and promoting the welfare of children. All staff employed at our school must be dedicated to securing the safety and well-being of children.
Promote learner’s independence, self-esteem and social inclusion 


Main Duties 
Human Resources 
Work collaboratively with others in the team with responsibility for Human Resources 
Support with the establishment of recruitment timeline including the posting of advertisements, closing date, supporting the shortlisting, interview and selection process through providing and checking the correct documentation and supporting with  the interview process
Assist with ensuring recruitment checks and processes are followed and completed, taking into account safeguarding requirements
Assist with ensuring new starters are supported to complete the induction process
Support line managers to complete probation and appraisal within deadlines
Training:  - Assist with booking, diarising and maintaining training records
Assist with checking and recording requests for absence
Assist with recording of absence and implement the policy including notifying SLT of the triggers for absence meetings
Assist with the maintenance personnel files
Assist with the arrangement and recording of Exit Interviews. 
Assist with ensuring that the starters and leavers processes are completed and submitted. 

Finance
Complete order requests once authorisation agreed from the relevant budget holder
Assist with managing invoices for payment, recording in electronic financial management software, currently Intuit Quickbooks
Produce reports as requested
Work collaboratively with others to produce VAT returns
Collect, record and monitor invoices and receipts
Carry out financial administration in line with Court School’s policies and procedures 

General Administration
Work with the whole admin team to ensure that workflows are completed including supporting other aspects of admin work
Maintain records, manual and cloud-based
Keep records in line with the school’s retention policy
Covering Reception: acting as first point of contact for Court Schools community and visitors
Deal with face-face, phone and email enquiries and respond in a professional and supportive manner, including seeking support from other colleagues as required
Sharing relevant information in a timely manner to ensure effective communication
Administer medication to learners, following policy and procedures and ensuring own training maintains is current
Working with colleagues and other relevant professionals
Communicate effectively with other staff, learners and with parents and carers
Communicate their knowledge and understanding of learners to other school staff and external agencies, so that informed decision making can take place on intervention and provision
Collaborate and work with colleagues and other relevant professionals within and beyond the school
Develop effective professional relationships with colleagues
Attend and participate in school meetings as appropriate
Whole-school organisation, strategy and development
Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, so as to support the school’s values and vision
Make a positive contribution to the wider life and ethos of the school
Health and safety
Promote the safety and wellbeing of learners, and help to safeguard pupils’ well-being by following the requirements of Keeping Children Safe in Education and the school’s Child Protection Policy 
Look after learners who are upset or have had accidents.
Professional development
Help keep their own knowledge and understanding relevant and up-to-date by reflecting on their own practice, liaising with school leaders, and identifying and attending relevant professional development to improve personal effectiveness 
Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
Take part in the school’s appraisal procedures
Personal and professional conduct 
Uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school
Have proper and professional regard for the ethos, policies and practices of the school, and maintain high standards of attendance and punctuality
Demonstrate positive attitudes, values and behaviours to develop and sustain effective relationships with the school community.
Respect individual differences and cultural diversity 

Admin Support Assistant staff are required to safeguard and promote the welfare of learners and follow school policies and the staff code of conduct.
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that an Admin Support Assistant will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the COO, CEO or line manager.

Person specification

	Criteria
	Qualities

	Qualifications 
and training
	· First aid training (or willingness to complete it) (E)
· GCSE English and maths (or equivalent) (E)

	Experience
	· Carrying out administrative tasks (E)
· Dealing with face-to-face and telephone interactions (E)
· Working with learners (D)
· Working and collaborating within a team   (E)

	Skills and knowledge
	· Good oral and written communications skills (E)
· Ability to respond quickly and effectively to issues that arise (E)
· Ability to plan, organise and prioritise to meet deadlines (E)
· Ability to use own initiative and take action accordingly (E)
· Excellent attention to detail (E)
· Ability to use it packages including finance, Human Resources and Microsoft 365 products (E)
· Ability to use finance and human resources software (D)
· Ability to use relevant office equipment effectively (E)
· Ability to build effective working relationships with colleagues (E)
· Understanding of data protection and confidentiality (E)
· Understanding of safeguarding (E)

	Personal qualities
	· Commitment to promoting the vision, values and ethos of the school (E)
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school (E)
· Ability to work under pressure and prioritise effectively (E)
· Commitment to maintaining confidentiality at all times (E)
· Commitment to safeguarding and equality (E)
· Embraces change well (E)
· Deals with difficult situations effectively (E)
· Active listening skills (E)
· The ability to remain calm in stressful situations (E)
· Understanding of roles and responsibilities within the whole school and Court Schools context (E)
· Sensitivity and understanding, to help build good relationships with pupils ((E)
·  Ability to thrive under pressure (E)
· Ability to manage change at short notice (E)
· Ability to manage stress in a healthy way (E)
· Ability to be thorough and reliable (E)
· Ability to work effectively as part of a team (E)



The duties listed above are neither exclusive nor exhaustive and the post holder may be required by the COO/ CEO to carry out appropriate duties within the context of the job, skills and grade

Notes:
This job description may be amended at any time in consultation with the postholder. 

Last review date: January 2026

Next review date: January 2027

COO/line manager’s signature:	_______________________________________

Date: 						_______________________________________	

Postholder’s signature:			_______________________________________

Date: 						_______________________________________
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