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CENTRAL SERVICES SUPPORT ASSISTANT JOB DESCRIPTION  
Job Title: Central Services Support Assistant 
Location: Keys Co-operative Academy Trust, Turner Road, Colchester, 

Essex, CO4 5LB 
Grade / Allowances: Scale 5 Pt 10-13 
Contract Type: Fixed 
Reporting to: Chief Operating & Financial Officer 
 
CORE PURPOSE 
 
To undertake administrative work (as directed by the Chief Executive Officer, Chief 
Operating & Financial Officer and KCAT Innovation and Project Management Lead), to 
ensure an efficient and effective administrative service for Keys Co-operative Academy 
Trust. 

KEY RESPONSIBILITIES 
●​ To administer all processes (ordering, invoicing, paying/receiving, recording) in relation 

to routine financial transactions within the trust and its schools 
●​ To ensure that all procedures relating to routine transactions are carried out in 

accordance with financial regulation, good practice and relevant statutory legislation 
●​ To oversee the processing of purchase orders (ensuring correct coding etc) 
●​ To process and record all creditor invoices 
●​ To ensure that all payments to creditors are properly authorised 
●​ To record ledger transactions where required 
●​ To process debtor invoices, where required  
●​ To assist the Trust Finance Officer where required with queries relating to 

errors/discrepancies 
●​ Answer the phone and handle queries appropriately 
●​ Keep a record of pupils and visitors entering and departing the school 
●​ Ensure security of pupils and visitors entering and departing the school 
●​ Ensure security protocols are communicated to and understood by all visitors (e.g. name 

badges) 
●​ Understand and follow the Lockdown Policy in an emergency 
●​ Adhere to the Safeguarding and Child Protection Policy 
●​ Maintain a welcoming and tidy office area 
●​ Keep the School’s electronic files up to date (e.g. policies on shared systems) 
●​ Complete photocopying as required by staff or SLT 
●​ Act as front of house and communicate with pupils, staff, parents, and visitors as 

required 
●​ To record minutes of meetings 
●​ To support the trust outward facing services such as outreach with any administrative 

tasks including emails, minutes, tracking documents and data 
●​ To undertake any other duties that are reasonably required, commensurate with the 

grade and nature of the post, as directed by your line manager 

 

 



Safer Recruitment 

Keys Co-operative Academy Trust (KCAT) is committed to safeguarding and promoting the 
welfare of children and vulnerable adults, and expects all employees and volunteers to share 
this commitment.  

Keys Co-operative Academy Trust is committed to ensuring all recruitment is undertaken 
fairly, effectively, safely and in accordance with legislation. The information below provides 
pre-employment screening guidance for candidates applying to this job at Keys Co-operative 
Academy Trust. 

Pre-Employment Checks appropriate to this Job Profile  
●​ receipt of satisfactory references 
●​ verification of identity 
●​ a satisfactory DBS disclosure if undertaking Regulated Activity 
●​ verification that you not barred from working with Children   
●​ verification that you are not prohibited from teaching  
●​ verification of medical fitness for the particular role  
●​ verification of qualifications and of professional status where required e.g. QTS status  
●​ the production of evidence of the right to work in the UK  
●​ verification of successful completion of/exemption from statutory induction period  
●​ verification that you are not subject to a section 128 direction preventing you from 

holding a management position within a school 
●​ a declaration that you are not disqualified from working with children by virtue of the 

Childcare (Disqualification) Regulations 2018 or that you have provided a valid 
disqualification waiver from Ofsted.  



PERSON SPECIFICATION  
Category Essential Desirable 
Qualifications ●​ GCSEs in English and Maths 

(Grade C/4 or above) or 
equivalent. 

●​ Good reading and writing skills 
●​ Ability to count and undertake 

calculations 

●​ Relevant qualification to NVQ Level 3 

Experience ●​ Experience of administrative 
work in a busy school 
environment 

●​ Knowledge of general school 
policies and procedures 

 

Skills and 
Knowledge 

●​ Ability to use photocopier, work 
processor, and basic 
databases 

●​ Ability to complete forms and 
write routine letters 

●​ Ability to exchange information 
clearly and sensitively with 
children and adults 

●​ Ability to overcome 
communication barriers 

●​ Knowledge of GDPR and 
safeguarding protocols 

●​ Good organisational skills and 
attention to detail 

●​ Ability to manage own time 
effectively  

●​ Understanding of child 
development and the learning 
experience provided by the 
school 

●​ Ability to support children who 
may be unwell 

●​ Ability to process orders and 
invoices via online systems 

 

Personal 
Qualities 

●​ Ability to establish rapport and 
respectful, trusting 
relationships with children, 
families, and staff 

●​ Team player, able to work, 
independently when required 

●​ Commitment to equality 
●​ Basic understanding of health 

& safety 
●​ Commitment to confidentiality 

and data protection 
●​ Willingness to undertake CPD 

and training 

 



●​ Ability to follow instructions and 
support the work of others 
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