
 
 
 
 
 
 
 
 
 
 
 

 

Role Definition  

Position: Administrative Assistant 

Line Manager: Assistant Heads in charge of Pastoral care 

Place of Work: The English School 

Terms and 

Conditions 

Administrative Full time post. Subject to the terms and conditions of 

Administrative staff-Secretarial Scale (A2-A5-A7+2) 

Description Full time post- 38 hours per week 

General Duties: 

 

Attendance officer 

Key tasks/Areas of Responsibility: 

1. Monitor daily attendance (whole school) 
2. Flag up any errors in attendance 
3. Follow up missing marks with teachers (incomplete registers) 
4. Follow up unauthorised absences (N) with parents, and change 

excused absences to C, once a note is presented 
5. Run daily and weekly attendance reports, looking for patterns in data 
6. Provide Form Tutors summaries of weekly attendance data for their 

forms (Session Attendance:   2 T's, or 2 N's, or a combination; Lesson 
Attendance for week:  3 T's) 

7. Send notifications/emails using SIMS (In Touch) to parents, copying in 
FTs and HoYs, for students who have reached the punctuality 
threshold for the week (to session, or to lesson) and issue Whole 
School detentions accordingly 

8. Calculate Percentage Lesson Attendance for all students, providing 
relevant data to Form Tutors and Heads of Year (by October Half-
Term, by end of November, by end of first term, etc.) 

9. Analyse attendance, tardiness, etc and compare to previous year, 
term, etc. 



 
 
 
 
 
 

10. Provide Pastoral Team (FTs, HoYs, Assistant Heads) reports or 
summaries of attendance, punctuality and behaviour , when 
necessary  

Provide administrative support to ensure all operations relating to the post 

are maintained in an effective, up to date and accurate manner. 

 

Provide support to the SMT (Pastoral Care) to ensure that the SMT is 

provided with the resources to make effective decision 

Key tasks/Areas of Responsibility: 

1. Finding students for meetings with Pastoral team 
2. Organising the Education Trip for Year 1 to Larnaca 
3. Coordination of the Study workshops 
4. Assist with the coordination with Nurse for the HPV Vaccinations  
5. Finding information of students as requested by any Assistant Head  
6. Preparing certificates for achievement points and distributing these 

to students 
7. Student Elections 
8. Attend pupil interviews for bullying investigation-minute taking 
9. Service to the School rota and printing of labels 
10. Calling parents to sign-out students  
11. School Photographs 
12. Parents Afternoons 
13. Graduation Ceremony 

Exams Office Assistance 

Key tasks/Areas of Responsibility: 

1. Assistance with uploading of exam results and certificates onto SIMS 
2. Checking of Leaving Certificate data (to assist SGE) 
3. Assistance with administration of Ministry of Education tests and 

surveys, and the on the day administration of YELLIS and MIDYIS 
4. Administrative assistance with internal examinations 
5. Administrative assistance with external examinations during busy 

periods 
6. Founder’s Day Award ceremony administration, including collection 

of data and programme collation 

 
 



 
 
 
 
 
 

Desirable Qualities  Great organizational skills 

 Good communication skills and close attention to detail 
 

Working hours: 07:30-13:30, 13:55-15:30 (or to be agreed with Line manager) 

Minimum 

qualification 

requirement: 

 Bachelor Degree would be preferred 

 Degree in Secretarial Studies would be considered an advantage 

 Excellent spoken and written command of the English and Greek 
Language 

 Experience of working in a school setting preferably teaching or 
advising students would be considered an advantage 

 

 

Note: The attached job description and duties will be reviewed in one year 

Non limiting clause 

This role definition is not intended to be a complete or limiting description of the functions that the 

employee may reasonably be requested to undertake. The role definition may be changed to meet 

changing exigencies, and following consultations with the post holder. 

 


