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East Midlands

Education Trust





JOB DESCRIPTION
Admin Assistant
Grade:

Scale 3 (6-8)
Salary:

£19,698 - £20,493, (actual salary:  £16,591.78 - £17,261.41)
Responsible to:
Executive Assistant to the CEO
Hours of work:
37 hours per week, term time only: Monday to Thursday 8.00am – 4.00pm, Friday 8.00am - 3.30pm; With a 30 min lunch break each day
Location: 
East Midlands Education Trust, The West Bridgford School
Overview

To provide clerical, secretarial and administrative support as and when needed to members of the Trust’s Executive Team – Chief Executive, Director of Finance & Operations, HR Director, Services Director, Director of EMTTP, and the Executive Assistant to the CEO 

Duties and Responsibilities

General
· To provide general and confidential clerical, secretarial and administrative support as and when needed to members of the Trust’s Executive Team 

· Provide secretarial/ clerical support for a broad range of meetings e.g. confidential typing, arranging diaries, booking appointments/meetings, prepare the meeting room, provide refreshments, preparing and circulating agendas and taking minutes/notes to support effective management and decision making.

· Answer telephone enquiries and take messages from schools, external organisations and the general public; welcome visitors to the Trust offices in a professional manner. 

· Maintain confidentiality concerning all Trust matters with all persons other than authorised persons or agencies.

· Be aware of the General Data Protection Regulations and Act 2018 and other legislation to ensure confidentiality of records and information is maintained and in liaison with line manager to provide admin support to ensure GDRP compliance.

· Provide general clerical support, receiving, distributing and sending emails typing, photocopying and assembling documents, filing/record keeping, opening the post, posting and recording mail sent, booking transport as required, accepting deliveries, assisting with mileage claims, supporting with specific Trust-wide online training for staff.

· Under the direction of the line manager, to provide support with Trust communications such as updating social media (such as Twitter), emailing notifications to schools including support with the Trust communications to ensure effective communication to schools. 

· Placing orders for goods and services on behalf of the central team via the online purchasing portal

· Confirm receipt of goods and services on behalf of the central team via the online purchasing portal

· Attend meetings which may be held off-site and/or in one of our Trust schools, and which may occasionally fall outside normal working hours.

EMTTP Specific Responsibilities
· Administrate the EVERY e-learning portal, adding new users and providing guidance to schools where required

· Book Training courses for Trust staff as required

· Administration of the Trust wide appraisal platform 

· Support EMTTP with trainee teacher recruitment

· Develop/manage EMTTP social media platforms

Other

· Perform any other task or duty under the reasonable direction of members of the Trust’s Executive Team
PERSON SPECIFICATION

Admin Assistant

	Qualifications/Training

	5 GCSEs at grade C/level 5 or above including English and Maths (or equivalent)
	Essential

	Formal ICT Training
	Desirable


	Experience

	Experience of working in a busy admin/secretarial position
	Essential

	Work in schools, academies or colleges
	Desirable


	Skills

	ICT literate: Advanced level Word (including email merge), Outlook, Powerpoint and Excel
	Essential

	Highly organised, efficient and accurate
	Essential

	Excellent communication skills
	Essential

	Proficient use of social media such as Twitter
	Essential 

	Ability to maintain confidentiality
	Essential


	Qualities

	Ability to work with accuracy under pressure
	Essential

	The ability to manage conflicting priorities
	Essential

	Suitable for work with children
	Essential

	Driving licence & ability to travel to other school sites on an ad hoc basis
	Essential


