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Job Description: Level 3 School Administrator Apprentice 

Job Title: School Administrator Apprentice (Level 3)
Reporting to: Business Operations Manager
Location: Ark Charter Academy, Portsmouth 
Hours: 36 hours a week (Monday to Friday, 08:00 – 16:00)
Contract Type: Fixed Term Contract until completion of apprenticeship 
Working Pattern: Term Time Only (39 weeks per year)
The Role
To provide high-quality administrative support within the school office, with a particular focus on supporting reception and front-of-house operations. This role will involve handling calls, responding to emails, completing a wide range of administrative tasks, and supporting wider school functions to ensure the smooth and efficient running of the school. 
Key Responsibilities
Reception, Communication & Front-of-House
· Act as a first point of contact for visitors, parents, staff, and students.
· Answer and direct telephone calls in a professional and courteous manner.
· Take and relay messages accurately.
· Support management of the school email inbox.
· Welcome visitors and ensure safeguarding procedures are followed (e.g. signing-in processes).
· Work closely with the receptionist to support all front-of-house duties.
· Provide reception cover during busy periods, breaks, and absence.
· Support with general enquiries from students and visitors. 

Administrative & Office Support
· Provide administrative support across the school office and wider departments (e.g. pastoral, behaviour, SEND, attendance).
· Complete general admin tasks including filing, photocopying, scanning and document management.
· Maintain accurate records, databases, and school systems.
· Support with letters, reports and general correspondence.
· Assist with organising meetings, appointments and room bookings.
· Maintain office supplies and ensure reception/ office areas are tidy and welcoming.
· Support with detention administration, including preparing and printing daily detention lists. 



Student Support & School Operations
· Support with break and lunch duties, promoting a safe and positive environment for students.
· Assist in the administration of assessments, including organising materials and supporting marking where appropriate. 
· Support the onboarding of new pupils, including preparing documentation and updating student records.
· Scan, upload and maintain student files, ensuring accuracy and confidentiality.
· Respond to student queries and escalate issues where required.
· Support staff with behaviour-related and pastoral administration.

Organisation, Compliance & Professional Development
· Maintain accurate, organised records in line with GDPR and school policies.
· Handle sensitive information with confidentiality and professionalism.
· Support audits and updates of student files and records.
· Follow all safeguarding procedures and school policies at all times.
· Demonstrate a professional, organised and proactive approach to all tasks.

Apprenticeship & Development
· Actively engage with and complete the Level 3 Business Administration Apprenticeship.
· Attend all training sessions, workshops and reviews.
· Complete coursework and assessments on time.
· Show a positive commitment to learning and professional development.

Other
· Actively promote the safety and welfare of our children and young people 
· Ensure compliance with Arks data protection rules and procedures
· Liaise with colleagues and external contacts at all levels of seniority with confidence, tact and diplomacy
· Work with Ark Central and other academies in the Ark network, to establish good practice throughout the network, offering support where required

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. 






Person Specification

Essential Criteria

Qualifications
· GCSEs (or equivalent) in English and Maths (Grade 4/C or above)

Skills and Experience
· Good verbal and written communication skills
· Ability to use basic IT systems (e.g. Microsoft Office, email)
· Ability to organise tasks and manage time effectively
· Ability to follow instructions and work accurately
· Able to work as part of a team
· Ability to maintain confidentiality at all times

Personal Qualities
· Friendly, professional and approachable manner
· Reliable and punctual with a strong work ethic
· Willingness to learn and develop new skills
· Positive attitude and proactive approach to work
· Calm and able to work effectively under pressure
· Strong attention to detail

Desirable Criteria
· Previous experience in a school or office environment
· Experience of working with young people or in a customer-facing role
· Basic understanding of safeguarding and confidentiality in a school context
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