
Greenfields Children’s Centre  
Job Description 

 
Post:   Administrative Assistant  
Responsible to:           Head of Centre 
Reporting to:  School Business Manager 
Grade:   4 
Hours:    9.30am to 2pm, 30-minute lunch included. Term time only 
 
 
Main purpose of the post 
 

• Under the instruction of senior staff, provide routine general, clerical, administrative and financial 
support to the Centre. 

• To be responsible for promoting and safeguarding the welfare of children and young people 
within the Centre. 

 
 
Duties and Responsibilities 
 
Administration 

1. To undertake reception duties, answering routine telephone, face-to-face enquiries and signing in 
visitors. 

2. Undertake routine administration e.g., photocopying, filing, e-mailing, complete routine forms. 
3. Maintain manual and computerised records/ management information systems. SIMS and FMS 

would be preferably, but training will be provided. 
4. Undertake typing, word processing and other ICT based tasks. 
5. Sort and distribute mail. 

Resources 

6. Operate office equipment e.g., photocopier, computer etc. 
7. Arrange orderly and secure storage of supplies. 

Responsibilities 

8. Be aware of and comply with policies and procedures relating to child protection, security, 
confidentiality, and data protection, reporting all concerns to an appropriate person. 

9. To adhere to Centre health and safety policy including risk assessment and safety systems. 
10. To adhere to Centre policy on equality and diversity. 
11. To contribute to the overall ethos and aims of the Centre. 
12. To appreciate and support the roles of other professionals. 
13. Participate in training opportunities and professional development as required. 
14. Undertake similar clerical duties commensurate with the level of the post as required by the 

Head of Centre 
 

Signatures  

Head of Centre: __________________________________  Date: ____________________ 

Post holder:   __________________________________  Date: ____________________ 

 



 
Greenfields Children’s Centre 

Person Specification 
Administrative Assistant 

 
This person specification lists the essential requirements needed to carry out the above post in the 
Centre. 
 
Applicants will be short listed solely on them meeting these requirements. 
 
 

Essential requirements 
Education and Experience 
 

a. Experience of general clerical/administrative work 
b. Educated to GCSE or equivalent grade C and above, in English and Maths. 
c. Very good numeracy and literacy skills 

 
Knowledge skills and abilities 

d. Ability to use relevant technology e.g., photocopier, laptop.  

e. Appropriate level of IT skills to confidently run a busy office.   

f. Ability to participate in development and training opportunities. 

g. Ability to relate well to children and adults. 

h. Ability to work constructively as a team, understanding Centre roles and responsibilities and the 
post holder’s position within these. 

i. Ability to handle money and record appropriately. 

j. A good understanding of confidentiality. 

k. To be responsible for promoting and safeguarding the welfare of children and young people 
within the Centre. 

 
 

 


