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THE ORCHARD SCHOOL
Everyone Matters. Everyone Cares.
JOB DESCRIPTION
Job Title: Administrative Assistant
[bookmark: _GoBack]Responsible To: Business Manager
Location: The Orchard School
Contract Type: Permanent
Our Mission, Vision and Values
At The Orchard School, Everyone Matters. Everyone Cares.
Our ethos is rooted in the belief that every child has the potential to grow, thrive and succeed when provided with the right environment, relationships and support.
The Orchard Way guides everything we do, ensuring that our approach is therapeutic, inclusive and centred on understanding behaviour as communication.
We are committed to nurturing the social, emotional and mental health (SEMH) needs of our pupils, recognising their unique challenges whilst celebrating their individuality.
Through strong relationships and a culture of care, we create a school where every pupil feels safe, valued and empowered to reach their full potential.
Our values of Trust, Belonging, Aspiration, Voice, Pride and Curiosity underpin daily practice alongside our school rules:
Ready – Respectful – Safe
Purpose of the Role
The Administrative Assistant plays an integral role in ensuring the smooth and efficient operation of The Orchard School by providing high-quality administrative and organisational support across the school.
As a key member of the administration team, the postholder will contribute to the effective running of school systems, communications and operational processes. They will provide a welcoming and professional service to pupils, families, visitors, staff and external professionals, ensuring that every interaction reflects the school’s values and commitment to excellent customer service.
Working collaboratively with colleagues across the school, the postholder will support the organisation of daily school operations, maintain accurate records, coordinate information and contribute to an environment where staff are well supported and pupils can thrive.
The role requires excellent organisational skills, attention to detail, flexibility and the ability to manage a varied workload whilst maintaining confidentiality, professionalism and a positive approach.
Key Responsibilities
Administrative and Operational Support
Provide comprehensive administrative support to ensure the effective day-to-day operation of the school. Maintain accurate records, prepare documentation, process requests and support administrative systems in accordance with school procedures and statutory requirements.
Coordinate routine administrative activities that enable the school to operate efficiently, ensuring work is completed accurately, within agreed timescales and to a consistently high standard.
Reception and Customer Service
Act as a professional first point of contact for pupils, families, staff, visitors and external agencies, creating a welcoming environment that reflects the ethos of The Orchard School.
Respond to enquiries courteously and efficiently, directing requests appropriately whilst always maintaining confidentiality and safeguarding procedures.
Support the management of visitors, deliveries and general reception activities, ensuring that school procedures are consistently followed.
Communication and Information Management
Support effective communication across the school by preparing correspondence, maintaining calendars and schedules, coordinating meetings and distributing information in a timely and professional manner.
Maintain accurate electronic and paper records, ensuring information is securely stored, easily accessible and managed in accordance with data protection legislation and school policies.
Organisational Support
Provide administrative support for school events, educational visits, meetings and operational activities, ensuring appropriate documentation, records and systems are maintained.
Assist with the management and coordination of school resources and equipment, maintaining accurate records where required and supporting the efficient operation of the school.
Work collaboratively with colleagues across all departments, responding flexibly to changing priorities and providing administrative support wherever it is needed.
Professional Responsibilities
Demonstrate professionalism, discretion and integrity in all aspects of the role.
Maintain confidentiality when handling sensitive information relating to pupils, families and staff.
Contribute positively to a culture where behaviour is understood as communication and relationships are built on trust, respect and compassion.
Participate in training, professional development, team meetings and school activities appropriate to the role.
General Responsibilities
Promote and uphold the Mission, Vision and Values of The Orchard School.
Demonstrate The Orchard Way through Trust, Belonging, Aspiration, Voice, Pride and Curiosity in everyday practice.
Support a culture where everyone feels welcomed, respected and valued.
Model and promote the school’s expectations of being Ready, Respectful and Safe.
Carry out any other duties reasonably requested by the Headteacher that are commensurate with the nature and grading of the post.
Safeguarding Statement
The Orchard School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment.
The successful applicant will be subject to an enhanced DBS check, online checks, satisfactory references and all other safer recruitment requirements in line with Keeping Children Safe in Education.
PERSON SPECIFICATION
Qualifications
Essential
· Good standard of education, including GCSE (or equivalent) English and Mathematics at Grade C/4 or above.
· Competent in the use of Microsoft Office applications and administrative IT systems.
Desirable
· Business Administration qualification or equivalent.
· First Aid qualification.
· Relevant administrative or customer service training.
Experience
Essential
· Experience of working in an administrative or office environment.
· Experience of providing excellent customer service.
· Experience of maintaining accurate records and handling confidential information.
· Experience of working as part of a team.
Desirable
· Experience of working within a school or educational setting.
· Experience of using Arbor or other Management Information Systems.
· Experience of supporting meetings, events or diary management.
Knowledge
Essential
· Understanding of effective office and administrative procedures.
· Understanding of confidentiality and data protection requirements.
· Awareness of safeguarding responsibilities within an educational setting.
· Knowledge of professional customer service standards.
Desirable
· Understanding of school administration systems.
· Knowledge of education-related legislation and statutory requirements.
Skills
Essential
· Excellent organisational and time management skills.
· Strong written and verbal communication skills.
· Ability to prioritise competing demands and work accurately under pressure.
· High level of attention to detail.
· Ability to work independently whilst contributing effectively as part of a team.
· Strong ICT skills and confidence using a range of digital systems.
· Ability to develop positive relationships with pupils, families, colleagues and external professionals.
Desirable
· Experience of producing professional correspondence and reports.
· Confidence in learning and using new administrative systems.
Personal Qualities
The successful candidate will:
· Demonstrate professionalism, integrity and discretion.
· Be approachable, welcoming and committed to providing excellent customer service.
· Be organised, proactive and able to use their initiative appropriately.
· Show flexibility and resilience when responding to changing priorities.
· Value teamwork and contribute positively to a supportive working environment.
· Demonstrate a commitment to inclusion and the belief that Everyone Matters. Everyone Cares.
· Promote the values of Trust, Belonging, Aspiration, Voice, Pride and Curiosity through their everyday practice.
· Support pupils, families and colleagues to feel Ready, Respectful and Safe.
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