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	Job Title:
	Administrative Assistant

	School:
	Orchards Academy, Swanley

	Salary:
	NJC 4 (£25,583 - £25,989)

	Reporting To:
	Strategic Communication and Compliance Lead

	Key Internal Relationships:
	Headteacher, SLT, Teaching Staff, Support Staff, Trust HQ, other TKAT schools

	Our Commitment

	Be Who You Are at TKAT - This Job Description represents the role as we see it in its entirety.
We do not expect candidates to have in-depth experience of every element of an application, but we do expect to provide you with the support and flexibility you need to get there and to enable you to do it your way. We want to demonstrate to our children and young people what a good, inclusive employer looks like in order to inspire them to be whoever they want to be.
Safeguarding - TKAT is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Offers of employment will be subject to the full Safer Recruitment process, including an enhanced disclosure and barring service check.
Equal Opportunities - TKAT is committed to equality of opportunity. We welcome applications from all suitable candidates, regardless of any protected characteristic for example race, gender, sexual orientation, disability or age. All applications are treated on merit. This includes applications from individuals wishing to work full time, part-time or on a flexible basis.

	Job Purpose

	The Administrative Assistant provides comprehensive clerical, operational, and administrative support. This versatile role provides high-quality, generalised administrative support across multiple school functions, including compliance, HR, data and examinations. It is a highly varied role suited to a proactive all-rounder.

	Key Responsibilities

	· Update manual and computerised record/information systems to maintain accurate school data. 
· Update and maintain the central school calendar. 
· Manage, sort, and organise completed forms and permissions received from parents and carers. 
· Provide flexible administrative support to teaching and support staff as needed. 
· Book professional development and training courses for all staff members. 
· Write and send email responses that are consistently professional and uphold the school’s vision and values. 
· Update and distribute online and offline communications (e.g., letters home, school newsletters, social media posts, website updates) to parents, staff, and other stakeholders. 
· Assist with marketing and promoting the school within the local community.
· HR support including providing clerical assistance with routine HR and compliance paperwork, such as maintaining personnel files and logging staff training records 
· Assist during peak academic windows with hands-on tasks, including preparing examination spaces, distributing candidate timetables, processing routine data input, and organizing results documentation.

	Safeguarding
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies.
· Promote the safeguarding of all pupils in the school.

	Health and safety
· Promote the safety and wellbeing of pupils, and help to safeguard pupils’ wellbeing by following the requirements of Keeping Children Safe in Education (KCSIE) and our school’s child protection policy.

	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 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.



Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher or line manager.  
This job description may be amended at any time in consultation with the postholder.

[image: Icon

Description automatically generated]

JOB DESCRIPTION
[image: Icon

Description automatically generated]


	Criteria
	Essential (E) / Desirable (D)
	How Tested (A=Application, I=Interview, R=References)

	Qualifications & Education

	· GCSE English and Maths at Grade C/4 or above, or equivalent.
	E
	A

	Experience

	· Carrying out standard administrative and clerical tasks in an office environment.
	D
	A, I

	· Prior experience working with or alongside children or young people.
	D
	A, I

	· Skills & Attributes:
	
	

	· Ability to work collaboratively and effectively within a team environment.
	E
	A, I

	· Good oral and written communication skills.
	E
	A, I

	· Ability to plan, organise, and prioritise workloads to meet strict deadlines.
	E
	A, I

	· Excellent attention to detail and high standard of accuracy.
	E
	A, I

	· Ability to use standard IT packages effectively, including word processing, spreadsheets, and presentation software.
	D
	A, I

	· Ability to build effective and cooperative working relationships with school colleagues.
	E
	A, I
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