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Job Description
[bookmark: _GoBack]Apprentice Business Administrator
  
	Responsible to 
	Office Manager

	Salary 
	£12,347 per annum 

	Start Date 
	September 2024

	Hours: 
	37 hours per week


 

[bookmark: _Hlk76468809]KEY RESPONSIBILITIES AND TASKS

· To assist in covering the Reception area, answering incoming calls and attending to visitors as directed.
· To uphold the professional image the school wishes to portray to both internal and external stakeholders
· To distribute incoming post and parcels and ensure all post gets franked each day including recorded delivery items.
· To assist in the general upkeep of the conference room and organising refreshments for various weekly meetings.
· Provide administrative support for the school, including General Office, Library, Sixth Form and any other areas as directed.
· Supporting the Attendance Officer with the standard detentions/after school detentions process.
· Assisting the Exams Officer.
· Invigilating the examinations.
· To support on results days.  
· Assist senior managers with specific tasks ie school photo’s, analysis of parental returns, allocation of bus passes
· To assist members of the senior team with administration tasks and phone calls
· Assist with reprographics.
· Act as a First Aider.
· The job holder will undertake such work as may be determined by the Principal from time to time as required

GENERAL 
· To play a full part in the life of the school community, to support its mission and ethos and to encourage staff and students to follow this example
· To promote actively the school’s corporate policies.
· To continue personal development as appropriate.
· To work collaboratively with colleagues.
· To promote and participate in the school’s performance review process.
· To be aware of employee responsibilities for Health and Safety of themselves and others and to work in a safe and secure manner with due care towards the health and safety of oneself, other staff and students.
· Every member of staff has a duty to commit to the safeguarding and welfare of all students at the school.
· To participate in staff programmes for training, in particular safeguarding and health and safety.
· Share in the corporate responsibility for the well-being and discipline of students.
· Promote the good work of the school in the wider community

This job description is current at the date shown, but, in consultation with you, may be changed by the principal to reflect or anticipate changes in the job commensurate with the grade and job title. 

Rainford High School is an Equal Opportunities Employer and positively welcomes applications from all people regardless of their sex, creed, marital status, race, age, disability, gender identity, sexual orientation or religious belief. 

Rainford High School is committed to safeguarding and promoting the welfare of children. Post holders must receive a satisfactory enhanced DBS check before taking up the post and undertake a minimum of three-yearly checks. 

Rainford High School is committed to promoting positive mental health and emotional well-being to our student body and to every member of our school staff. We pursue this aim through the use of effective policies and procedures within a safe and supportive school/work environment
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