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Person Specification
ADMINISTRATIVE ASSISTANT 
(DATA & EXAMINATIONS)
PERSON SPECIFICATION

	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	HOW ASSESSED


	Qualifications
	· Educated to GCSE level standard or equivalent
	· Educated to A level standard or equivalent
	· Application checked by original documentation

	Experience and Knowledge
	· Administrative experience including data inputting
· Competent in the use of Microsoft Office packages, particularly Excel and the use of functions within it
	· Recent experience in a similar post
· Experience of working in a secondary school
· Experience of SIMS
· Experience of databases
	· Application form
· Interview

	Skills and Abilities
	· High standards of literacy, both verbal and written
· Attention to detail and accuracy of work
· The ability to deal positively and professionally with colleagues, students and parents
· Excellent communication and interpersonal skills
· Show and use initiative

	
	· Application form
· Interview


	Attributes and Attitudes
	· Alignment to academy values and ethos
· Well organised and hard working
· Enthusiasm for working with young people
· Confidentiality and discretion
· Common sense and a sense of proportion
· Good attendance and punctuality
· Flexibility 
· Energy and enthusiasm 
· A positive attitude towards continual self-improvement
· Enhanced DBS clearance 
· A commitment to safeguarding the welfare of children
· A commitment to equal opportunities

	
	· Application
· Interview
· References


	Contra Indicators
	· Criminal convictions involving offences against children

	
	



This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent spoken English is an essential requirement for this role.

An online search will be carried out on all shortlisted candidates.

Job Description

ADMINISTRATIVE ASSISTANT (DATA & EXAMINATIONS)
JOB DESCRIPTION

Teamwork is central to our philosophy and post holders are expected to be prepared to act flexibly in response to the day-to-day needs of our school.

NAME:			

Job Title:  			Data & Exams Assistant (Data & Examinations)
Salary Scale:  			Grade 3
Hours of work:  	36.5 hours per week, Term-time plus two weeks of school holidays (to include GCSE results week each year)
Responsible to: 		Data & Examinations Manager 
Holiday entitlement:	Paid holiday entitlement of 12 statutory days plus 25 days annual leave (to be taken during school holiday periods) 


Job Purpose: 

· To provide efficient and effective support, in the first instance to the Data & Examinations Manager
· To provide administrative support to other areas of the school as directed by the Business Manager

Duties and Responsibilities:

Data:

· To assist with the input and maintenance of all student data into the SIMS database.
· To assist and support the input of data into various other MIS used by the academy
· To assist with the gathering and entering of student data into the relevant systems.  This will include but is not limited to, attendance, assessment records, admissions and leavers, students’ progress, targets, student destinations, exam results and timetables.
· To assist with the production of clear, accurate, appropriate and timely data and reports to meet the needs of the Academy.
· To assist the Data & Examinations manager in the production of the school census for the DfE.
· To assist with the input of student class/set changes in the MIS.
· To attend on-going training relating to the academy’s MIS and all other data management systems adopted by the academy. 

Exams:

· To provide administrative support with the organisation of internal and external examinations.
· To assist in the organization of invigilation as required.
· To invigilate examinations as required.
· To attend examination venues as required in support of the Data & Examinations Manager.
· To be present as required during the examination results period to assist in the distribution of results.
· To assist with the preparation and dissemination of exam certificates.
· To assist in the collation of exam results during the exam week.

Administration:

· To produce hard copies of registers for emergency evacuation purposes by 9.30 a.m. each morning.
· To provide administrative support to the school as directed by the Business Manager, including covering reception as required. 

First Aid:

· In the absence of the School Nurse, to provide emergency First Aid including liaison with parents and pastoral staff as necessary.
· To attend regular First Aid training as required.


General:

· This job description allocates duties and responsibilities, but does not direct the particular amount of time to be spent on carrying them out.
· To supervise and monitor learners’ behaviour and conduct both within and outside lessons as part of the school duty of care, pastoral and welfare support.
· To uphold the school’s Safeguarding and Child Protection policies at all times.
· To uphold the School’s aims, ethos and values including the Yardleys School Charter. 
· To uphold the school’s Equal Opportunities policy at all times.
· To perform any other duties commensurate with the role as required by the Headteacher.
· This allocation of duties is subject to regular review.


This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent spoken English is an essential requirement for this role.

Job description issued on: …………………………………………………………………….…………

Signature of Headteacher: ………………………………………………………………………………

Copy received by: ……………………………………………………………...…………..……………

Date: ……………………………………………………………………………….……………………


Shabana Akhtar
akhtarsh@hotmail.com
07944379342


Dear Saima Akhtar


I am writing regarding the Administrative Assistant vacancy at Yardleys school advertised on the Birmingham City Council website. I am really excited to have the opportunity to apply for this position. I have attached my CV
I have worked as an Administrative Assistant for 15 years in my current position at Birmingham Adult Education and have gained extensive experience in my role. I also have 7 years of previous experience of working in roles with administrative duties

My extensive experience in administrative support roles may be of particular value to your school. My duties have been varied dependant on the need of the company. Providing administrative support to colleagues, using Excel and Word packages, ensuring student exams have been organised, providing reception cover. Inputting and maintaining student data in the company's electronic records system with high levels of accuracy. Liaising with parents, colleagues and students verbally and in writing.

In my current role I have developed strong working relationships when collaborating with colleagues, students and parents regarding courses and enrolments, using all the systems and procedures in place to assist me in the completion of my tasks. I always maintain a positive and professional attitude especially when an issue has been identified. This has instilled faith in people who approach me for any work-related task or issue. I feel these qualities are integral to the Administrative

This is a very exciting opportunity, and I will be delighted to meet for an interview. I can be reached on 0799379342 or akhtarsh@hotmail.com
 
Thank you for your time and I look forward to hearing from you.
 
Yours sincerely
 
Shabana Akhtar





Shabana Akhtar
23 Rogers Road
Washwood Heath
Birmingham
B8 2JJ 
07944379342 | akhtarsh@baes.ac.uk 
PROFILE
1st year Business Management student with extensive experience gained in administrative assistant roles. Highly organised and excellent at deciding what tasks to priorities. Keen to take on and tackle new challenges. Looking for an administrative assistant role in a business that utilises strong interpersonal skills and offers an opportunity to work as part of a team to achieve the business needs.

EDUCATION & QUALIFICATIONS
University of Wales Birmingham - Certificate of Higher Education Skills for the Workplace Level 4	2023
Birmingham Adult Education Service - GCSE Mathematics	2017
Birmingham Adult Education Service - GCSE English B	2015
Birmingham Adult Education - ECDL ITQ Level 2	2013
Birmingham Adult Education Service - Level 2 NVQ Customer Service	2009
Cauldon College Stoke on Trent - Level 2 NVQ Business Administration	1994
Mitchell High School Stoke on Trent - GCSE Science C	1992
Mitchell High School Stoke on Trent - GCSE Business in Society C	1992
Mitchell High School Stoke on Trent - GCSE History C	1992
Mitchell High School Stoke on Trent - GCSE Geography C	1992
WORK EXPERIENCE
Professional Support Assistant | Birmingham Adult Education Service	May 2008 to Present
Adult Education Provider
· I provide efficient and effective administrative support to the Family Learning Managers and other areas of Adult Education as per business requirement, such as covering reception duties
· I assist with the gathering, entering and maintenance of student date including attendance, assessment records, admissions and leavers, students’ progress, targets, student destinations, exam results and timetables on the Prosol database.
· I assist with the production of clear, accurate, appropriate, and timely data and reports to meet the needs of the Family Learning Manager.
· I attend ongoing training relating to the Adult Education Prosol system and any other relevant CPD
· I attend examination venues as required and assisted in invigilation in support of the Family Learning Team
· I assist during the examination results period in the distribution of results, production and distribution of certificates as per requirement of Adult Education.
· I produce hard copies of registers for emergency evacuation purposes by the required deadline time each morning.
· I successfully set up systems and routines to provide administrative support to the Family Learning Team.
· I continually manage to input and maintain student data, ensuring tasks are completed by deadlines and all information is up to date and accurate.
· I have produced reports with the relevant data such as attendance, absence, achievement etc for Family Learning Managers
Receptionist/ Administrative Assistant | British Telecom PLC	Oct 2004 to Jan 2008
Telecommunications company
· I efficiently managed the customer telephone help desk dealing with requests promptly and professionally.
· I managed customer account records, ensuring the data was updated accurately. 
· I provided reception duties ensuring all visitors were dealt with professionally
· I provided clerical support to senior members of staff ensuring the efficient completion of a variety of tasks such as writing to customers, calling customers, inputting data onto spreadsheets, recording payments
· I maintained an accurate financial record of customer payments.

Data Entry Clerk | Lloyds Bank PLC	Oct 1994 to Aug 1999
Financial banking service
· I accurately and efficiently batched customer cheques, adding them to the records ensuring all relevant details and information is present, such as date, signature amount, customer details.
ADDITIONAL INFORMATION
Technical skills 
· Excellent Customer Service Skills
· Close attention to detail
· Proficient in Microsoft office 
· Working Collaboratively
· Critical Thinking
· Self-Management
· General Administrative Skills 
INTERESTS
Running, Swimming, Reading, walks in nature
I have completed a 10K Macmillan Cancer Research run
I have completed 2 other charity runs
REFERENCES
Karen Smith | Centre Manager Birmingham Adult Education Service Saltley Learning Centre Saltley Birmingham B8 3AA




image.png
27,514 pa. pro ratat
Full time, term-time plus two weeks of school holidays.
Actual saary €19.412-€35,112 pa.

* Pay award pending.
Start date: As soon a3 possible
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