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ERSKINE STEWART MELVILLE

	JOB TITLE
	· Administration Assistant

	DEPARTMENT
	· ESM School Operations Team

	REPORTS TO
	· School Operations Manager

	CONDITIONS OF THE ROLE
	· Start Date: 17 August 2026
· Contract Type: Permanent
· Hours of Work: 41.09 hours during term time (1 FTE) or 20.5455 hours during term time (0.5 FTE)
· Salary: £24,024 (1 FTE) or £12,012 (0.5 FTE)
· Holiday Entitlement: Annual leave will be a paid allowance in the annual salary as this is a term time plus one week contract. 

	
	

	ROLE DETAILS

	PURPOSE OF THE SCHOOL OPERATIONS TEAM 
	· The School Operations Team (SOT) provides a range of high-quality operational services for the Junior School Leadership Team (JSLT), the Senior School Leadership Team (SSLT) and other leaders and members of staff. The team also provides services for students and their families as well as for visitors and external agencies, often as ‘the face of ESM’ 
· The School Operations Team draws together all the aspects of professional administration and support that enable the Junior School, the Senior School and other areas of ESM to function effectively and efficiently. It does so in line with ESM’s values, Kindness, Confidence, Resilience, Integrity, and Curiosity. Our combined purpose is to provide the best possible education for ESM’s young people
· By using and developing common systems, standards and approaches that harness innovative use of IT, the SOT seeks to embed best working practice across ESM whilst also providing a reliable and personable service to staff, students and parents alike.

	GENERAL PURPOSE OF THE ROLE
	· To provide a consistent and excellent professional service to appropriate school leaders, staff and students
· To work as a key member of the integrated School Operations Team in using and improving standard operating procedures whilst making best use of IT systems.

	SPECIFIC PURPOSE OF THE ROLE
	· To be responsible for assisting in administering the procedures and systems that underpin and facilitate the smooth running of ESM. 
· To provide administrative assistance to the Admissions team.
· To provide additional administrative capacity for the Wellbeing Administrator and the Family Liaison and Transitions Administrators
· [bookmark: _Int_8bNcqYrf]To provide additional administrative capacity at particular times of the session including during the exam periods in January, May and June 
· To work collaboratively with all members of the SOT (whatever their role and wherever based) in understanding similarities and co-dependencies between activities to streamline and improve working practice
· To undertake all responsibilities in such a way that ideas for improved approaches and systems are constantly being considered and evolving
· To work in a flexible and proactive manner in order that cooperation and resilience – as led by the School Operations Team Manager and their Deputy – are hallmarks of the team.

	ACCOUNTABILITY
	· Accountable directly to the School Operations Manager (or through Deputy School Operations Manager).

	AUTHORITY
	· As delegated by the School Operations Manager (or through Deputy School Operations Manager).

	RELATIONSHIPS
	· Works closely with members of the School Operations Team to provide an effective and consistent service for School leaders
· Develops strong and mutually respectful relationships with Senior leaders and other relevant members of staff to provide the best possible education for ESM’s young people. 

	DUTIES AND KEY RESPONSIBILITIES
	· As directed by the School Operations Manager or Deputy School Operations Manager, to provide administrative assistance to other members of the School Operations Team including Reception, as need be
· To support the Wellbeing Administrator in relation to tasks connected with Senior School students. These will vary but might include tasks connected with S6 (eg S6 Yearbook, references) and preparing for activities and events (eg ordering badges, certificates and insignia)   
· To support the Wellbeing and Transitions Administrator in relation to tasks connected with Junior School students. These will vary but might include tasks connected with preparing for assemblies, presentations, activities and events  
· To support the Admissions team, specifically   
· Support in planning, preparing and delivering events (including Open Days) of all kinds
· Process all admissions and enrolment files, including parental questionnaire, and handling parental calls if Admissions team is unavailable
· Check all enrolment documents are accurately completed and follow up promptly, if required
· Prepare entrance assessment packs
· Sending relevant communications to staff (ie contributions to Staff Thursday Bulletin), students and parents (ie School Post), as need be.



	PERSON SPECIFICATION

	
	Essential Criteria
	Desirable Criteria

	Experience
	· Experience of working in a busy and dynamic Office environment, with multiple and varying demands 
· Experience managing a busy and varied workload including email inbox and prioritising workload as required
· Experience of database administration.
	· Experience of working in a school or an education environment. 

	Skills/ Abilities/ Capabilities 
	· Proficient in the full Microsoft Office package, specifically Word, Excel, Outlook and iSams
· Ability to work in a very busy office environment and multi-task as required
· Maintain a calm, always reassuring and professional demeanour
· High level of oral and written communication
· Excellent attention to detail and highly able in both spoken and written English
· Able to reflect on activities and processes as part of seeking continual improvement. 
	

	Personal Attributes 
	· High professional and personal standards
· Workplace flexibility and a willingness to adapt to change with regards to how and when work is progressed.
	· Commitment to continuous professional development.
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