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	Grade 
	Job Title 
	Capsule job profile 
	Competencies 
	Qualifications, Training and Development 

	16-18 year olds:  £14,023.  Pro-rata £12,005. 
18+:

£17,833.  Pro-rata £15,266
	Administration Apprentice 
36 hours per week – 39 weeks per year 

	To assist in providing an efficient administrative support service within the front office team within Three Rivers Academy.
Directly responsible to 

Directly responsible for no other staff members.
Assigned to a mentor within the Front Office.
Typical duties within the Front Office will include:

· Under the supervision of the Front Office team provide administrative support and back up for all admin matters on a general basis

· Under the supervision of your mentor maintain an efficient and regular filing and archive service for all staff ensuring student files are accurate and up-to-date, maintain confidentiality at all times
· Assist with the provision of a hospitality service for visitors and staff meetings where necessary
· Assist with sorting and distributing incoming mail in a timely and effective manner including sending and receiving faxes.  Prepare and post, where necessary, outgoing mail and send an process courier packages
· Ensure the Reception area is kept tidy and fully stocked with appropriate documentation
· Assist with providing a regularly updated telephone list and issue to all staff once approved by your mentor
· Receive and forward messages/student items to the appropriate student/member of staff ensuring accuracy and confidentiality
· Work on allocated projects within the Front Office team
· Assist with producing reprographics for the school and ensure bulk photocopying requests are dealt with in a timely manner
· Provide an accurate typing service assisting colleagues as directed
General Duties

· Perform other reasonable duties as requested by senior management
· Maintain confidentiality in and outside the workplace with particular regard to data on the partnerships computer systems

· Be pro-active in matters relating to health and safety

· Support aims and ethos of THPT, setting a good example in terms of dress, behaviour, punctuality and attendance


	THPT provides a supportive environment and its success is based on the quality of teamwork and personnel already working here. Personal skills and qualities are therefore of considerable importance.

The following list is not exhaustive but is intended to clarify essential attributes required to perform this role: 

· Good inter-personal skills

· Hardworking and committed

· Proactive and adaptable

· Punctual

· Attention to detail

· Good time management, well organised and able to prioritise workload, both individual and shared

· Able to work under pressure and to deadlines

· Able to work alone or in a team

· Uphold and support THPT Policies and procedures on the Safeguarding of young people


	Solid general education to ‘GCSE’ level.  

Proficient in the use of Microsoft Office to include Word, Excel and Outlook.
Post holder should demonstrate a commitment to on-going professional development.
Training and development may

include:

· Induction Training 

· On Job Training

· Familiarisation with THPT policies and practice

· Support Staff Performance Management Programme

· Safeguarding Training

· SIMS

The successful candidate will be subject to a satisfactory enhanced 

Disclosure from the Disclosure and Barring Service (DBS).
THPT is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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