
 
JOB DESCRIPTION 

 

Job Title:  Administrative Assistant  Salary: Grade 3 (pro rata to hours/weeks worked) 

Location:  Lyng Hall School Hours of work: 37 per week TTO plus 3 weeks  

Job Purpose  
 
The purpose of the role will be to provide efficient and effective administration support within the school, 
including reception cover, sixth form administration and reprographics. 

Duties and Responsibilities 
 
 

• Undertake administrative duties to support the administration processes appropriate to the post and to 
support the wider school if required. 

 

• Provide support for the Ops Manager when needed.   
 

• Provide administrative support to management and other staff including typing, mail merges and reports. 
 

• Ensure student profiles are up to date and records are accurate and updated in a timely manner 
 

• Maintain the confidentiality of information and the security of office systems, records, files and equipment 

 
• To be a point of contact for both telephone and face to face enquiries, taking messages where required. 
 

• To ensure school security arrangements are always complied with, including the issue of visitor’s 
badges and completion of visitor signing in system. 

 

• Analysing and evaluating data/information and producing reports, information/data as required. 
This may include difficult and sensitive information 

 

• Keeping update manual and computerised records ensuring a high level of accuracy is 
maintained. 

 

• Send out emails to parents from teachers through School Comms as required 
 

• Assist with the 16-19 bursary administration 
 

• Arrange transport for 6th form students between schools and all other school vehicle requirements.   
 

• Support in the administration of school events such as Open Evenings and Celebration 
 

• To work under the direct supervision of the school office manager. 
 

• Being an effective role model for the standards of behaviour expected of pupils. 
 



 
• Having due regard to confidentiality, child protection procedures, health and safety, other 

statutory requirements and the policies of the governing body and local education authority 

 
 

Any such duties as are within the scope and spirit of the job purpose, the title of the post, and its grading. 
 
All duties and responsibilities must be carried out with due regard to the relevant School policies. 
 
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the School’s 
Equal Opportunities Policy. 
 
Duties which include processing of any personal data must be undertaken within the corporate data protection 
guidelines. 
 

 
 

 


