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Residential schools office assistant – role description
Each year many students studying with the Open University attend a residential school as part of their module. The primary role of an office assistant is to provide general clerical support in the school office at the summer residential school site. 
This is a role working as part of the school office team, in particular working closely with the assistant school administrator and reporting to the school administrator via the assistant school administrator. 

Other members of the school office team may include disability support assistants and coordinators. A number of students will require additional support during their school because of a disability or other reason, to enable them to participate fully in the school. The disability support roles provide general support to these students to enable them to derive as much benefit as possible from the residential school. 

Set out below is a description of your role at the school. 
Role requirements

The role requirements vary according to the needs of the school, but are likely to include:

· be resident at the school for the duration of the summer school period



· have an understanding of and commitment to equal opportunity policy and practices











· provide support to other school office staff where requested and assist with clerical and administrative duties








· assist with the registration and de-registration of students and staff at the start of each school week










· perform any other duties as required

Person specification
Essential

· Good communication skills








· Ability to work independently, but able to judge when to request assistance


· Willingness and ability to be flexible in performing office duties




· Understanding of, and commitment to, equal opportunities
· Willingness to undertake appropriate training and/or briefing sessions, as requested











· Ability to work as part of a team 








· Good standard of general health








· for overseas schools, you must have a proficiency in spoken French (Caen) or Spanish (Santiago) as appropriate

Desirable

· Knowledge of the site and locality







· Knowledge of The Open University







· Good telephone manner
Hours of work
You are not normally expected to work more than 40 hours per week arranged between the school office hours of 08:00 and 18:00. You may be called upon to work extra hours and at other times – no overtime is payable for this as your salary is set at a level which takes into account this possibility. This may include shift patterns. You will be expected to work a six day week, including Friday, Saturday and Sunday. A minimum of one day of leave between Monday and Thursday will be arranged in agreement with the school administrator. 
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