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 LUCTON               SCHOOL 

 

 

 
Job Description 
 
Our whole group is committed to safeguarding and promoting the welfare of children and young adults and 
expects all staff and volunteers to share this commitment. 
 

 

Post title: 

 

Remuneration: 

 

Hours: 

 

Responsible to: 
 

 
Administrative Assistant  
 
Up to £24k per annum 
 
Full Time, All Year Round 
 
Head 

 

Main Responsibilities: 

  
To support the administrative functioning of the school. This will involve 
working on the School Reception and carrying out a wide variety of other tasks 
to support the effective running of School life. The role will report to the Head. 
Their duties and responsibilities may be changed or adjusted from time to time 
according to the exigencies of school life, and to suit the school’s development. 
  
General Administration 

 

• Work on the School Reception, answering the phone, providing admin 

support to parents and teaching staff, and providing a warm welcome 

to visitors 

• Deal with all incoming communications to the School, including both 

routine and non-routine enquiries 

• Oversee registration, ensuring accurate registers are kept and recording 

details of student absences 

• Send out correspondence as required, proof-reading messages from 

others and writing to a high standard 

• Devise and maintain office systems (filing, records, agendas, minutes, 

reports and other documents) as required, especially assisting with the 

school’s move to more computerised systems for storing information 

• Assist in the production and proof-reading of accurate and high-quality 

school publications and documents 

• Maintain noticeboards around the School 

• Manage the fingerprint door entry system, setting up new students and 

staff members as necessary 

• Carry out a range of other admin tasks, including photocopying, 

laminating, shredding, mailings, ordering stationery, data entry, going 

to the post office/bank/etc if required, and other similar tasks 

• Assist with Admission queries and tours. 
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Calendar and Events 

 

• Organise the school calendar, scheduling events as instructed, checking 

for clashes and resolving queries, then proof-reading and arranging for 

accurate calendars to be printed before the start of each term 

• Assist with the organisation of school events and provide 

administrative support for them, including but not limited to set up, 

transportation, catering and coordination with other organisations 

 

Buses 

 

• Assist the Operations Manager with transport arrangements, including 

keeping accurate records, ensuring messages are communicated 

regarding any changes, and producing timetables as required. 

• Arrange driver cover for school trips and events, as well as organising 

alternative arrangements in case of driver absence, and booking extra 

hire vehicles when necessary. 

• Ensure information on School base regarding bus routes and users is 

up to date and accurate 

• Give accurate information to Accounts regarding bus charges to 

invoice and inform them of any changes 

• Assist with the management and maintenance of school vehicles, 

including liaising with Maintenance staff to ensure school vehicles are 

roadworthy and fully compliant with regulations 

• Keep accurate records, including of journeys made by school transport 

and of vehicle/insurance documents 

 

Boarders’ Travel Arrangements 

 

• Oversee and keep records of all boarders’ travel arrangements. 

• Liaise with the Boarding House staff regarding boarders’ flight details 

• Reply to queries from agents/parents/pupils regarding travel 

arrangements. 

• Prepare schedule of airport pick-ups and drop-offs on designated dates 

at beginning and end of school terms 

• Organise school drivers and vehicles for airport transfers, and book 

taxis when required  

• Check travel invoices, dealing with any queries, and pass information 

on to Accounts 

 

Data and Report Administration 

 

• Assist with the production of end of term reports and information to 

parents 

• Assist with the proof-reading of grade cards and reports  

• Assist with the production of student performance and other required 

data 
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Premises/Facilities/Maintenance 

• Keep copies of all school keys and maintain a key log, ensuring that all 

keys are properly signed out and promptly returned. 

• Liaise with maintenance staff regarding the cutting of any new keys as 

required. 

• Ensure that any borrowed locker keys are signed out and promptly 

returned (or charged to pupil accounts) 

• Order new locker keys and lockers, as required, giving accurate 

information to Accounts re: charges. 

• Assist Operations Manager with facilities lettings and keep accurate 

records for Accounts. 

 

Other Responsibilities 

 

• Keep up to date with new initiatives in the School by attending 

meetings and training 

• Support school activities, events and meetings as required 

• Show commitment to the protection and safeguarding of students 

• Comply with all School policies and set a good example for students 

and colleagues. 

• Undertake other reasonable duties as the Head deems necessary for the 

effective operation of the School 

 

   
Person Specification  
 
Lucton Preparatory School and Nursery is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. 

  

Essential 
 

 
Desirable 

 

Method of Assessment  
 

 

Qualifications:  

 

 

• A Levels or equivalent 

• Excellent literacy and 
numeracy skills.  

 

 

 

 
Application Form 
 
Production of the 
Applicant’s certificates 
 
Interview 

 

 

 

Experience: 

 

 

• Proven administrative 
and organisational 
skills with ability to 
prioritise, manage and 
complete a variety of 
tasks in periods of high 
pressure 

 

• Experience of using 
the Xero accounts 
package 
 

• Experience of the 
school admissions 
process 

 
 
Application Form 
 
Production of the 
Applicant’s certificates 
 
Interview 
 
Professional references 
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Skills: 
 

• Well-developed written 
communication skills 
(the ability to write 
copy and draft letters) 
with high standards of 
literacy and numeracy 
together with excellent 
spelling, punctuation 
and grammar and 
letter writing skills 
 

• High level of personal 
and professional 
commitment. 
 

• An ability to strike a 
good Rapport with 
students, staff and 
parents. 
 

• An ability to 
communicate 
effectively both 
verbally and in writing. 
 

• Good literacy and 
numeracy skills. 

 

Application Form 
 
Production of the 
Applicant’s certificates 
 
Interview 
 
Professional references 
 

 

Personal 

Competencies 

and Qualities: 

 

 

• A genuine enthusiasm 
for working with 
children. 

• A commitment to 
overcoming barriers to 
learning. 

• An ability to inspire 
confidence. 

• A positive attitude.   

• An ability to strike a 
good professional 
rapport with children, 
staff and parents. 

• Being a positive role 
model. 

• To be flexible to the 
needs of the students. 

 

• A strong commitment 
to continued personal 
development. 

 
Application Form 
 
Interview 
 
Professional references. 
 


