JOB DESCRIPTION

Post: Business Administration Apprenticeship (Level 3)
Reporting to: Business and Community Manager
Location: Ark Charter Academy, Portsmouth
Contract: Fixed Term with possibility of permanent, 36hrs per week (Monday – Friday)
Salary: £6.40 per hour, £10.50 per hour after successful completion of first year.


KEY RESPONSIBILITIES
Assist in the provision of an efficient and effective whole school administrative support service
whilst undertaking a level 3 Business Administration Apprenticeship. 

Main Duties
· Reception cover during parts of the day, answering phone calls, taking messages and connecting calls to other departments
· Undertake administrative tasks, such as photocopying, processing mail, maintaining filing systems, archives and resource libraries and updating information
· Use of Microsoft applications such as Outlook, Word, Excel, SharePoint and Forms
· Produce correspondence and reports from written documents
· Learn to accurately input data into computerised systems, databases and spreadsheets and process and retrieve data as necessary
· Liaise with staff to share information where appropriate, ensuring that academy procedures are properly followed
· Minute, produce and distribute accurate records of meetings
· Assist with the administration of financial processes, including collection and distribution of monies
· Order and maintain stocks of relevant stationery and track distribution in agreement with Business Manager
· Learn to provide support to individual managers as required, including diary management, travel planning, arranging and supporting events and arranging and servicing meetings
· Learn to contribute to the organisation of an event 
· Learn how to develop a presentation
· Learn how to answer and resolve an issue for staff, students or other stakeholders
· Learn data protection regulation and contribute to processing procedures within the academy
· Build and maintain positive relationships with all stakeholders

Professional Development
· Learn to manage professional development and prioritisation of workload to include training time required to achieve relevant apprenticeship qualification
· Undertake Level 3 apprenticeship training framework in Business Administration
· Manage 20% off the job training as agreed with line manager

Safeguarding 
· Undertake regular safeguarding training as required
· Ensure that statutory and Ofsted requirements for Safeguarding are met
· To promote the safeguarding of young people

General Responsibilities
· Contribute to the overall ethos of the Academy
· Provide a courteous reception to staff, young people and visitors
· Undertake relevant training as required to support the functions of the post and to enhance personal development
· Attend meetings as and when required
· Undertake any other duties as specified by the Principal and the Senior Leadership Team

This job description is not an exhaustive list, and you will be expected to carry out any other reasonable tasks as directed by your line manager. 
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Person Specification

	Key Skills & Abilities

	· Word processing skills.
· Ability to effectively organise own workload 
· Ability to accurately input and check data 
· Ability to communicate effectively 
· Ability to check for accuracy and give attention to detail
· Ability to work in a team
· Able to converse at ease with stake holders and provide advice in accurate spoken English

	Education & Qualifications 
	· Educated to GCSE level or equivalent including Maths and English 

	Knowledge 

	· Working knowledge of Microsoft Office (in particular Outlook, Word and Excel)
· Awareness of the role of an administrator and the function of the team the role supports

	Personal Attributes 

	· Ability to use own initiative
· Good interpersonal skills 
· Commitment to personal and professional development 
· Good organisation skills

	Other 
	· Right to work in the UK
· Commitment to equality of opportunity and the safeguarding and welfare of all students
· This post is subject to an enhanced DBS check



Ark is committed to safeguarding and promoting the welfare of children and young people in our academies. In order to meet this responsibility, we follow a rigorous selection process which will include questions about safeguarding. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check. This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent English is an essential requirement for the role.

Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link.  
 
We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link. 
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