
	Post title:
	Clerical Assistant 

	Salary and grade:
	Band E    £25,585-£27,269 FTE 
(pro rata to number of hours worked £22,140 - £23,598)


	FTE:
	37 Hours per week, term time only. Part time would be considered.

	Line manager/s:
	School Resource Manager/Senior Leadership Team
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Main purpose of the job:
We are seeking to appoint an enthusiastic, adaptable, personable, outgoing and friendly individual to join our busy office. 

The hours will be 8:30am – 4:30pm.
Key duties and responsibilities

Responsible to the School Resource Manager and Senior Leadership Team for providing support to pupils, the Class Teacher, the curriculum and school.

Support for Parents and Carers
· Keep up-to-date with school events and its calendar so that questions can be answered quickly and accurately.
· Maintain confidentiality when handling potentially sensitive tasks regarding parents and pupils, e.g. when a pupil is sent home due to illness. 
Support for the Office 
· Undertake reception duties, answering the telephone (transferring calls and taking and delivering caller messages) and dealing with face-to-face enquiries.

· You will be required to be in attendance at meetings which review pupils’ EHC plan/statement to take minutes, type up and distribute. We are looking for a person of integrity who will be able to maintain absolute confidentiality.
·  Undertake typing, word-processing and other ICT based tasks such as photocopying as required.
· Keep a record of pupils entering and departing the school during the day. Ensure security protocols are communicated to and understood by all visitors at the school, e.g. wearing a name badge. 

· Ensure the security of the school by signing in visitors and issuing passes, alerting staff to the arrival of a visitor, monitoring the collection of the visitor, and signing out and collecting the visitor’s pass as they leave.

· Understand and follow the evacuation, Lockdown and Evacuation Policy in an emergency, by securing the doors and windows to the office and reception area.

· Act as a front of house and communicate with pupils, staff, parents and visitors appropriately

· Maintain online and paper filing systems in line with the Data Protection Policy and Records Management Policy.

· Upon receiving daily attendance data, enter this accurately and promptly onto the school’s management system, and produce accurate reports regarding attendance data whenever required.

· Attend any relevant training programmes, such as safeguarding.

· Control the signing in and out procedure of staff.

· Provide support during the implementation of the school’s emergency procedures

· Operate relevant equipment, ICT packages and information systems, e.g. Microsoft Office, internet, intranet, MIS and email.

· Create new pupil files once places have been allocated and update pupil paper files when required.

Wider Responsibilities 
· Be aware of and support difference and ensure equal opportunities for all stakeholders, accepting the principles underpinning the school’s Equality Information and Objectives Policy.
· Maintain the confidential nature of information relating to the school, its pupils and parents, acting in accordance with the GDPR and the Data Protection Act 2018 at all times.

· Contribute to and support the overall work, aims and ethos of the school.

· Participate and engage in training and appraisal as required.

· Undertake additional duties as reasonable requested by senior staff.

Support for the School

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.  

· Contribute to the overall ethos, work and aims of the school. 

· Appreciate and support the role of other professionals. 

· Attend and participate in relevant meetings as required. 

Other Duties

· Other such reasonable duties as determined and delegated by the School Resource Manager, Senior Leadership Team or Nexus MAT CEO consistent with the grade of the post and the experience of the Post holder
· To have professional regard for the ethos, policies and practices of the school in which you support, and maintain high standards in your own attendance and punctuality. 

Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety

All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy.

Safeguarding
Nexus Multi Academy Trust School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

As the first point of contact in school knowledge of keeping children safe in education is essential to ensure the safeguarding of all our pupils. 

Person Specification
	
	
	Essential 
	Desirable 

	Qualifications, Skills & Knowledge
	GCSE or equivalent (minimum Grade C) passes in Maths and English).
	*
	

	Experience
	2 years’ recent experience of general office administrative work
	
	*

	
	Experience of dealing with a range of people in a work setting, in person, in writing and over the telephone
	*
	

	
	Experience of dealing with pupils with Special Educational Needs
	
	*

	
	Experience of developing, implementing and maintaining filing and other work systems (manual and computerised)
	
	*

	Thinking Ability 
	Ability to organise and prioritise own workload to meet deadlines

	*
	

	
	Ability to work under pressure in a busy and demanding environment 
	*
	

	
	Knowledge of the SEN code of practice
	
	*

	
	Knowledge of PCR’s, Annual Reviews and EHCP’s
	
	*

	
	Ability to take minutes and record relevant information at Person Centred Reviews and Annual Reviews which you will then type and distribute
	*
	

	
	Ability to clearly interpret oral and written 

information
	*
	

	
	Ability to work with attention to detail and  


accuracy
	*
	

	
	Ability to ensure sensitive/confidential information is dealt with appropriately
	*
	

	
	Awareness of the need to maintain confidentiality
	*
	

	Personal Effectiveness
	Good communication skills
	*
	

	
	Good interpersonal skills
	*
	

	
	A team player with a collaborative approach
	*
	

	
	Ability to manage own time, prioritise tasks and proven organisational skills
	*
	

	
	Positive, ambitious and forward looking
	*
	

	
	Resilient and easily adaptable to change
	*
	

	
	Honesty and integrity
	*
	

	
	Passionate and enthusiastic about making a difference
	*
	

	
	Knowledge of school systems/procedures
	
	*

	
	Ability to form respectful and trusting relationships with a range of people including parents and carers
	*
	

	General 
	The flexibility to meet the full range of job requirements
	*
	

	
	A commitment to safeguarding and promoting the welfare of children and young people 
	*
	

	
	Commitment to the school’s aims and values
	*
	

	
	Demonstrate a firm commitment to the concept of Multi-Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	*
	

	
	An understanding of and commitment to equal opportunities 
	*
	

	
	No serious health problems that will likely impair or impact on job performance.
	*
	

	
	Conscientious, honest and reliable


	*
	

	
	Good attendance record in current employment (not including absences resulting from a disability)
	*
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