
                          TORQUAY ACADEMY 

                                          JOB DESCRIPTION 
 
 

Name     
 
Job Title   Administrative Assistant 
 
Responsible to  Finance Director 
 
Grade    LG 5-6 (£18,795 - £19,171 FTE) 
 
Hours of Work  35 hours per week, 39 weeks per year 
 
The postholder must at all times carry out their responsibilities within the overall ethos/work and 
aims of the Academy.  Be committed to making a real difference to the lives of young people.   
 
This job description is not a comprehensive definition of the post.  Discussions will take place on a 
regular basis to clarify individual responsibilities within the general frame work and character of 
the post as identified below. 
 
Job Purpose: 
 

 To provide effective administrative support to the academy.  

 To communicate effectively with students, staff, parents and visitors.  

 To ensure the safeguarding procedures are followed at all times. 
 
Principle Duties and responsibilities include: 
 
1. Day to day administration, to include:- 

 Reception duties 

 Preparing letters and other communications to parents 

 Attendance administration and follow up with students as necessary 

 Data entry 

 Photocopying 

 Printing certificates 

 Providing helpful and accurate responses to parent/carer enquiries by telephone 

 Administrative support for rewards and activities 
2. Maintaining accurate student records using SIMS. 
3. Providing general administration support to Heads of Learning Areas and Heads of Academic 

Progress and Pastoral Leaders. 
4. Manage information for student Disciplinary Exclusion Hearings. 
5. Assist in the provision of accurate student data. 
6. Assist in the organisation and administration of the SEND department 
7. Attend to personal care needs of students.  Eg. Timetables, contact parents as required, PE 

kit, lunches, lockers etc. 
8. Assist in the preparation of teaching resources  
9. Provide reports as required.  Eg Behaviour report from SIMS. 



10. To carry out any other duties as requested by your line manager commensurate to your role. 
 
 
 
 
Continuing Professional Development  
 
1. In conjunction with the line manager, take responsibility for personal professional 

development, keeping up-to-date with research and developments related to Academy 
efficiency, which may lead to improvements in the day-to-day running of the Academy. 

2. Undertake any necessary professional development as identified in the Academy 
Improvement Plan taking full advantage of any relevant training and development 
available. 

3. Maintain a professional portfolio of evidence to support the Appraisal process - evaluating 
and improving own practice. 

 
 
This Job Description is an outline of the range of duties that can be expected.  It is not a 
comprehensive or exclusive list and duties may be varied from time to time, according to the 
needs of the school and the students, which do not change the general character of the job or 
the level of responsibility entailed. 

 

 
 
 
 
Signed …………………………………………………….                         Dated ……………………………………………………… 


