Job Description

:  Administrative Officer (Term Time plus 1 week)

Location

       
:  School Office

Line Manager

:  School Business Manager

Pay scale


:  Scale 6, point 18-20 (£28,752 – £29,796) pro rata
Job Purpose

To provide excellent front of house support as well as confidential administrative support to the Headteacher and Senior Leadership Team.

Job Description

You will be required to do any reasonable tasks necessary to perform this role and this Job Description is not exhaustive.
Main Areas of work

General Administration

· Manage reception including answering telephone and taking accurate messages 

· Call Parents/carers of absent children 
· Send letters to parents who have failed to provide a reason for absence each week
· Computerise all current and archive records
· Ensure archive is up to date and in order
· Compose and send emails and letters as required

· Collect and collate information for website and update on a weekly basis 

· Monitor sign in system and populate monthly reports for School Business Manager 
· Undertake any duties as the Senior Leadership Team may require
Data
· Print student reports for staff, Governors and/or parents/carers

· Maintain pupil SIMS database, amend/update records on the system and print reports 
· Record pupils’ lateness and absences in SIMS and print a daily register 
· Generate the official register report monthly 

· Manage confidential information, complying with the school’s data protection procedures and legal requirements at all times 

· Collate assessment data for pupil files 
· Complete all necessary administration for Annual Reviews/ Educational Health Care Plans including scheduling of appointments, invitations to relevant agencies and completing EHCP documentation
Financial Administration- in compliance with School’s Finance Policy
· Monitor and manage stock within an agreed budget 
· Raise purchase orders in FMS 
· Work with the Business Manager to monitor spend
· Place orders as necessary 
· Maintain, update and amend the inventory of electrical goods
· Update the disposals log and keep accurate records of data disposal certificates etc
· Create school meals reports and inform the kitchen of daily meal numbers
· Collect and keep accurate records of dinner money
· Update student meal payments in dinner money module  
· Collect and keep accurate records of contributions for school trips
· Collect and keep accurate records of payments for uniform, water bottles student planners, locker keys etc.
· Collect and keep accurate records of contributions for charity events

Exams Administration

· Collect information from teachers on candidates for exams 

· Work with the Exams Officer to ensure that exam entries are made on time avoiding late fees 
Website
· Update the website on a weekly basis 
Governors Papers
· Print, collate and distribute Governor papers as necessary
This list is not exhaustive and, at times, you will be expected to carry out reasonable requests made by the senior leadership team.

Selection Criteria

Post of: Administrative Officer

Date: November 2019
Candidates will be assessed on the extent to which they fulfil the following criteria:
Essential 

· English and Maths GCSE (A*- C) or equivalent

· Other relevant qualifications (Level 3 or above)
· Excellent keyboard skills - proficient in the use of Microsoft Office (Word, Excel etc)
· Excellent computer skills including data input and generating reports etc.
· The ability to communicate clearly verbally, and in writing
· The ability to maintain manual and electronic records

· Excellent telephone manner and a pleasant personal manner

· The ability to deal with visitors, Governors, parents, colleagues and pupils in a sensitive manner
· The ability to maintain confidentiality regarding conversations, information and material, using data protection law
· A willingness to be flexible and the ability to work on your own initiative

· A commitment to the Council’s equal opportunities policies
· A commitment to the school’s safeguarding policy

· To be a positive role model to pupils

· The ability to work as part of a team

· To be patient and resilient with a good sense of humour

Desirable

· Experience of SIMS and FMS or other financial packages
· Experience working within a school setting

· Experience updating websites

· Experience in processing assessment data

· First aid qualification

· To demonstrate appropriate experience of working with vulnerable pupils

· To have understanding of SEND issues
