
PLACEMENT TITLE:                        Administrative Assistant
PLACEMENT TYPE: 35 hours per week, Mon - Fri 9:30-5:30pm
SALARY: £10.85 per hour
LENGTH OF PLACEMENT: 6 months
LOCATION: Art Academy London, 165a Borough High Street,

London SE1 1HR
ACCOUNTABLE TO:                       Academic Programme Manager
PLACEMENT CONTACT: Rebecca Kunzi, rebecca@artacademy.org.uk
START DATE: 17th May 2021

JOB PLACEMENT SUMMARY

This person will provide vital administrative support to members of both the public programmes
and academic programmes teams.

They will perform a variety of tasks including helping the Academy receptionist to deliver key
students services such as shop sales, printing and equipment loans.

They will develop excellent customer service and front of house skills through tasks such as
greeting students, answering the phone and responding to emails.

There will be a level of interaction with students and tutors, whether that be helping to run
events and meetings such as Meet and Greets, liaising with students about collecting
work/materials or helping to facilitate courses for Young Artists.

This person will be expected to use various internal IT systems and software packages,
including the Academy’s student intranet (Moodle), its CRM system (Zoho), G suite, Microsoft
and Adobe packages. Some data entry will be required.

They will help to prepare posters for the Academy’s TV display. The successful candidate will
be required to prepare and check class registers, adding and amending details as required.
They will also provide administrative support for the sculpture hollowing & firing process and
assist other members of the team with the day-to-day running and management of the
Academy library.

This person will take some budgetary responsibility, and will compile academic feedback and
format it for delivery to students.

DETAILS OF EMPLOYABILITY SUPPORT

The successful candidate will receive a full induction upon joining the team. This will provide
them with an opportunity to meet their teammates, learn about the Academy, its different areas
of work and working practices.



They will receive on-the-job training for their areas of work. This will be delivered primarily by the
academic and public programmes teams, with support from the wider team as appropriate.

They will be supported in an ongoing capacity, primarily, by the academic programme manager
and the public programmes manager. Training in areas such as admin, CV writing, interview
practice will also be provided.

This person will learn transferable admin skills, such as responding to emails, data entry, budget
management, petty cash, processing receipts, maintaining Academy systems and software.

This person will learn about data protection, safeguarding and other important processes within
the higher education setting.

A certain level of interaction with staff, students and tutors is expected in this role.
Through these interactions, and by supporting the Academy receptionist, they will develop
excellent customer-service skills such as a professional telephone manner.

This person will have access to and benefit from the expertise of the Academy’s network of
students and tutors, learning about a wide variety of materials, mediums and techniques
associated with fine art.
They will be able to attend, as a participant, any of the Academy’s public courses where places
are available.

By the end of this placement, the successful candidate will have a good knowledge and
understanding of the world of fine art and higher education. They will learn key admin and
customer service skills, with the opportunity to acquire more specialist knowledge if they desire.

ESSENTIAL SKILLS, EXPERIENCE & QUALIFICATIONS

1. Enthusiastic, confident and friendly
2. Some knowledge of and/or an interest in fine art
3. GCSE in English Language and Maths, at grade C/level 4 or above
4. Highly organised with a good eye for detail
5. Strong communication skills, both written and verbal
6. Fluency in written and spoken English
7. Flexible
8. Teamplayer
9. Happy to work under own initiative
10. Can be sensitive and discreet
11. CRB check


