Site Team Administrative Assistant Job Description

Job Description: Site Team Administrative Assistant (Including Reception Cover) Department: Site / Facilities Management
Reports To: Health, Safety and Compliance Manager

Hours: Monday – Friday: 25 hours a week (9.30 am – 2:30 pm- but can be flexible) 
NJC Paycale – 18 – 22
Term Time Only + INSET Days
Purpose of the Role
To provide comprehensive administrative support to the Site Team, ensuring the efficient operation of facilities, maintenance activities, contractor management, compliance reporting, and office services. The role also includes providing reception cover as required, delivering a professional and welcoming front-of-house service to visitors, staff, and external stakeholders.
Key Responsibilities Administrative Support
· Provide effective administrative support to the Site Team and Health, Safety and Compliance Manager.
· Maintain accurate records, databases, filing systems, and documentation relating to Site and facilities operations.
· Raise purchase orders
· Coordinate and schedule planned maintenance, inspections, and servicing activities.
· Maintain contractor records, permits, risk assessments, and compliance documentation.
· Support the Health, Safety and Compliance Manager to prepare reports, spreadsheets, presentations, and correspondence as required.
· Manage team calendars, meetings, and room bookings.
· Assist with procurement activities, including obtaining quotations and liaising with suppliers.
· Support facilities projects and office moves where required.
· Ensure premises-related documentation is maintained in accordance with organisational policies and statutory requirements.


Facilities and Site Coordination
· Act as a point of contact for premises-related enquiries from staff and contractors.
· Log, track, and monitor maintenance requests and follow up to ensure timely completion.
· Support health and safety administration, including maintaining records of inspections, training, and audits.
· Monitor stock levels of cleaning and facilities supplies and arrange replenishment when
required.
· Assist with emergency planning and business continuity administration.

Reception Cover
· Provide reception cover during periods of absence, annual leave, lunch breaks, or increased business demand.
· Welcome visitors in a professional and courteous manner.
· Manage visitor sign-in procedures and issue visitor passes in accordance with security requirements.
· Answer and direct incoming telephone calls and email enquiries efficiently.
· Handle incoming and outgoing mail, deliveries, and courier services.
· Maintain reception and waiting areas to a high standard.
· Support meeting room preparation and visitor hospitality arrangements.
General Responsibilities
· Maintain confidentiality and handle sensitive information appropriately.
· Build positive working relationships with colleagues, contractors, and visitors.
· Comply with all organisational policies, procedures, and health and safety requirements.
· Undertake any other reasonable duties commensurate with the level of the post.


I have read the Job Description and person specification and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



Signed ………………………………………….               Date: ………………… 

Person Specification
Essential Knowledge, Skills and Experience
· Previous experience in an administrative support role.
· Skilled in using Microsoft Office applications, including Outlook, Word, Excel, and Teams, and strong computer literacy skills
· Strong organisational skills with the ability to manage multiple priorities.
· Excellent verbal and written communication skills.
· High level of accuracy and attention to detail.
· Ability to work independently and as part of a team.
· Professional and customer-focused approach.
· Experience dealing with external suppliers, contractors, or customers.
· Ability to maintain confidentiality and handle sensitive information appropriately.
Desirable
· Experience within facilities, Site, property, or office management environments.
· Knowledge of health and safety or facilities compliance processes.
· Experience using facilities management or helpdesk systems.
· Reception or front-of-house experience.
Key Competencies
· Customer Service Excellence
· Computer literacy excellence
Organisation and Planning
· Effective Communication
· Teamwork and Collaboration
· Attention to Detail
· Problem Solving
· Time Management
· Flexibility and Adaptability
Working Conditions
· Office-based role with regular interaction with staff, visitors, and contractors.
· Requirement to provide flexible reception cover as needed.
· Occasional movement around Site to support facilities activities and inspections.
This role plays a key part in ensuring the smooth day-to-day running of Site services while maintaining a welcoming and professional reception function when required.
