BUSINESS ADMINISTRATION APPRENTICE 

PERSON SPECIFICATION

St Andrew's School is seeking a Level 3 Business Admin Apprentice for a duration of 14 months with supported training and assessment (on the job) by Sussex Downs College. The successful candidate will achieve an Apprentice Certificate in Business Administration which should be a gateway for further career opportunities.

St Andrew’s is a vibrant and dynamic independent boarding and day school for boys and girls aged between 9 months and thirteen years.  The School Office is usually the first point of contact for prospective and current parents and so it is very important, therefore, that the successful applicant has:

· A minimum of grade C/4 in English and Maths
· The ability to communicate orally and in writing
· A good telephone manner 
· A willingness to work in a child-friendly environment
· A clear understanding of the need for confidentiality
· A sense of humour
· An ability to work cooperatively within the office team 
· Good ICT skills, including a basic understanding of Microsoft Outlook and Office

He/she will report directly to the Headmaster’s PA. 
The office team is made up of the Head’s PA, an Admin Assistant (which is currently a job share), a Registrar, a Deputy Registrar (part-time), a Marketing Manager, a Marketing Officer (part-time) and a Facilities Administrator (part-time).

JOB DESCRIPTION
Responsibilities will include:

· Providing efficient secretarial services to the Deputy Heads (Pastoral, Academic and Outreach). This might include:
a. Filing of letters / emails and other correspondence between the Deputies and staff / parents
b. Fulfilling administrative tasks for events organised by the Deputies
c. Production of paperwork on behalf of the Deputies (eg: letters, meeting agendas etc…)
d. Co-ordination of diaries for the Deputies 

· Provide administrative support for the Director of the Cultural Curriculum. This might include:
a. Co-ordination of music lessons
b. Correspondence with peripatetic music teachers

· Answering the telephone and manning the reception desk when the Admin Assistant is absent/otherwise engaged, dealing with queries and ensuring parental enquiries are followed through

· Assisting with any administrative duties concerning the School Office e.g. taking in parcels, answering the door, making drinks for visitors etc

· Any other office tasks as directed by the Headmaster’s PA
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This list is not exhaustive but gives an indication of the duties involved.

Hours
8:30am to 5:30pm Monday to Friday (one hour for lunch)
8.30am to 1.00pm every third Saturday during term-time (this equates to nine Saturdays throughout the year) 
9:00am to 4:00pm Monday to Friday during school holidays (one hour for lunch)
The hours may increase during busy times such as the beginning and end of terms.

Training
The preferred candidate will need to pass an initial assessment in English, Maths and ICT through Sussex Downs College. Training and assessment will be on the job and for a duration of 14 months, when it is anticipated the successful candidate will complete the skills, knowledge and behaviours required to be awarded a Business Administration Apprentice Certificate.

Pay
£15,000 per annum

Probation
The position is subject to a probationary period of 3 months.

Holidays
The holidays of five weeks per annum, pro rata, should be taken during the school holidays.  All holidays must be agreed with the Headmaster in advance.

Police Check and References
The position is subject to a clear enhanced DBS disclosure, pre-employment medical questionnaire and satisfactory references.

Meals
Free lunch is provided whilst on duty during term time.

Pension
You will be entitled to become a member of the Charity pension scheme in line with current pension legislation. 

Notice
The employee is required to give the school one month’s notice of resignation.

Equal Opportunities
St Andrew’s Prep School is an equal opportunities employer.   Further information about the school can be obtained from the school’s website www.standrewsprep.co.uk.

Gareth Jones
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