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JOB DESCRIPTION

Job Title:
Administrator – Level 2

School: Norlington School and 6th Form

Grade: Scale 4

Range:  7 - 10


Responsible to: Administration Manager & Director Finance & Resources
Responsible for: Nil
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Job Purpose

· Under the instruction/guidance of senior staff: provide general administrative/financial support to the school.
Major Tasks, Duties and Responsibilities

1
Organisation

· Undertake general reception duties, answering general telephone and face to face enquiries and maintaining a visitor’s log and updating the single central register as necessary.

· Assist with pupil first aid/welfare/medication duties, looking after sick pupils, liaising with parents/staff etc. Maintaining a log of medical incidents.

· Maintaining the register of students with higher level medical needs (HLMN) and keeping up to date storage of medication for each relevant student. Maintain log of medication used/administered to students on HLMN register.

· Assist in arrangements for schools trips, events, booking venues, liaising with suppliers, taking, recording and making payments etc. Provide financial reports for all school trips, and student lists with relevant student data for trip leader.

· Assist with smooth running of Director and Local Governing Body Meetings to include: liaising with board members, information production, refreshments etc

2
Administration

· Provide general clerical/admin. Support e.g. photocopying, filing, faxing, complete standard forms, respond to routine correspondence.

· Maintain manual and computerised records/management information systems.

· Produce lists/information/data as required e.g. pupils’ data.

· Undertake typing and word-processing and other IT based tasks.

· Take notes at meetings.

· Sort and distribute mail.

· Undertake and comply with administrative procedures.

· Maintain and collate pupil reports.

· Undertake routine administration e.g. registers (Attendance and lateness monitoring, liaising with the school EWOL, dispatching attendance letters and making referrals to BACME), school meals, staff training, health and safety compliance

· Undertake routine administration of school lettings and other uses of school premises.
3
Resources

· Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet).

· Maintain stock and supplies, cataloguing and distributing as required.

· Operate uniform/snack/other ‘shops’ within the school. Record keeping and recording as necessary.

· Provide general advice and guidance to staff, pupils and others.

· Undertake financial administration under guidance of Financial Controller  e.g. processing orders, invoices, charge card orders, filing  VAT, petty cash, banking etc .

4     Responsibilities 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Deal with external stakeholders; Directors, parents, pupils in a professional manor. Escalating complaints where necessary as appropriate.
· Be aware of and support difference and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the school.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.
· To be named first aid person if required and following appropriate training
· To be named fire warden is required and following appropriate training.
Other requirements:
To have an up-to-date Enhanced DBS check.

Disclosure and Barring Service 
This post will result in you having unsupervised contact with children as detailed in Protection Freedom Act 2012. The Trust, therefore, requires that by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, the Children’s Act 1989 and/or the Police Act 1997, you reveal any criminal convictions, bind over orders or cautions, including those which would normally be regarded as spent. You must complete the relevant section on the application form – your application will be returned if this section is incomplete. If successful in your application you will subject to a Disclosure and Barring Service check. Further information about Disclosure and Barring Service and the Trust approach to recruiting is available at  www.norlington.net 


