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	Job Title:
	Admin Support Assistant

	Salary range:
	Kent Scheme B 

	Responsibility to:
	Pupil Support Officer 

	Contract:
	Permanent, Full Time, 52 weeks 

	Hours:
	37 hours per week



	Main purpose of the role:
	Contribute to the effective operation of the school’s administration team by supporting pupil admissions, health and medical processes, and the EHCP workload.

	Main duties

	Duties and Responsibilities


	
Admissions and Transitions 

· Issue admissions correspondence promptly and accurately.
· Ensure admission packs are completed and returned, offering support to parents as needed. 
· Communicate new starter and leaver information to relevant staff in a timely manner. 
· Maintain accurate pupil records and files. 
· Identify and record any health and medical needs at the point of admission. 
· Support the coordination and delivery of pupil transition activities and events.

Health and Medical 

· Maintain and update confidential health and medical records, ensuring information is shared appropriately.
· Review annually medical/health care plans in collaboration with staff, parents, and NHS partners. Updating as and when changes are required if out of the annual cycle due to medical procedures or significant illness.
· Ensure accurate records are kept for medication consent and administration, and that all medication is stored safely and appropriately.
· Contribute to student risk assessments. 
· Coordinate immunisation programmes In conjunction with the School Health Service.
· Manage the Medical inbox, ensuring timely responses and appropriate follow up action. 

EHCP 

· Schedule and monitor Annual Review meetings, ensuring timely invitations are issued to parents and relevant professionals. 
· Prepare documentation and files ahead of each meeting. 
· Ensure staff meet deadlines for completing and submitting Annual Review paperwork to the Local Authority. 
· Support the Children-in-Care Lead with scheduling and logistics, including combined meetings where appropriate. 
· Manage the EHCP inbox. 

General 
· Provide support with main office cover when required. 
· Carry out general administrative duties as and when needed to support the smooth operation of the school.
· Assist with and attend whole school events as part of the wider team. 
· Act as first point of contact for pupils, staff and visitors. 
· To deal first hand with enquiries in person and by telephone relating to matters connected with the day-to-day running of the school. 
· Carry out all duties in accordance with school policies and procedures. 
· Contribute positively to the overall ethos, values and aims of the school.
· Comply with policies and procedures relating to safeguarding, health and safety, security and data protection, reporting all concerns to the appropriate person. 

The duties may be varied to meet the changing demands of the school/pupils and these duties may therefore be changed at the discretion of the Assistant Headteacher and following consultation with you.



Person Specification 

	
	Essential
	Desirable

	Professional Qualifications
	· GCSE A-C grade (or equivalent) in English and Maths.
· First Aid trained
	· Qualification in administration or similar field.

	Experience
	· Experience in an administration role.
	· Experience of working in a similar role in a school or local government setting.

	Skills and Knowledge

	· Excellent IT knowledge including word and Excel.
•     Understanding of data protection regulations.
· Ability to work efficiently with particular attention to detail. 
· Ability to prioritise.
· Excellent organisational skills. 
· Ability to work under pressure.
· Ability work to work to tight deadlines.
· Excellent written and oral communication skills.


	Qualities 


	· Able to work in an organised and methodical way. 
· Confident in operating flexibly and pragmatically in the face of shifting expectations and pressures. 
· Empathetic, tactful and diplomatic. 
· Solution focused, working collaboratively and collegially with colleagues and stakeholders. 
· Excellent interpersonal skills. 
· Willingness and ability to develop knowledge and keep up to date with changes and developments. 
· Able to work effectively and supportively as a member of the school team. 
· Able to deal with all visitors and colleagues fairly and respectfully, in accordance with the school’s commitment to equality, diversity, and inclusion.




The Beacon School is committed to ensuring the highest levels of safeguarding and promoting the welfare of children and young people.  All staff, regardless of role, level of seniority and location, have a responsibility to ensure the highest levels of safeguarding and promoting the welfare of our pupils, and we expect all our staff and volunteers to share this commitment.  The job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. This job description is not necessarily a comprehensive definition of the post.
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