TADSS Admin Officer – context statement
Admin Officer
XS8.4b – Grade 6 (SCP 6-9)

Responsible for the provision of efficient and effective administrative support. This will include the need to undertake tasks within a general framework, requiring the need for analysis and interpretation and the provision of advice
· Maintaining accurate records and databases for TADSS outreach requests, claim forms and course bookings using Excel and Microsoft Forms
· Answering queries from TADSS and mainstream school staff regarding training and outreach requests via email and telephone
· Social media updates using Facebook, LinkedIn and Vimeo
· Regular website updates using WordPress
· Preparing fliers and taking bookings for courses and conferences
· Booking venues and catering
· Assisting with the set-up of courses and conferences
· Collating and analysing course evaluations using Microsoft Forms
· Taking minutes at termly TADSS Board meetings

May 2026
