Rutlish School
[image: image1.jpg]) > 2
srea

\W @
\ & 2 @
2 ®\




Office Administrator
Job Information Pack

Start Date: As soon as possible
· Job Advertisement

· Job Description

· Person Specification
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RUTLISH SCHOOL

Watery Lane, Merton, SW20 9AD

Phone: 020 8542 1212
Fax: 020 8544 0580
Student Absence: 020 8540 3134
Headteacher:  Mr A Williamson

RUTLISH SCHOOL

Headteacher:  Mr A Williamson

Watery Lane, Merton Park, London SW20 9AD

Office Administrator 

30 hours per week (times to be agreed) – 40 weeks per year (term time + 5 inset days + 5 additional days)

Grade ME5 Range 14-17 – full time salary
£18,657 - £19,623
Salary will be pro-rata and based on hours/weeks agreed with individual candidate
Rutlish is a very successful, oversubscribed comprehensive school, which provides an outstanding learning environment for both students and staff.

We are looking for a self-motivated, confident and articulate “all-rounder” with good typing, computer and communication skills (knowledge of Word and Excel are essential).  As part of the Administration & Support Team you will need the ability to develop good relationships with all stakeholders (students, parents, carers, staff and outside agencies). The duties of all Admin positions are varied and based upon the needs of the School.

A Job Information Pack and Application Form can be downloaded from our website www.rutlish.merton.sch.uk 
Completed applications should be emailed to 

Jobs@rutlish.merton.sch.uk by 9:00am on Tuesday 30th May 2017 
Should you have any questions regarding the post, please do not hesitate to contact Lisa.Dawson@rutlish.merton.sch.uk 

NO AGENCIES PLEASE 

We are committed to safeguarding the welfare of children and all applicants are therefore required 
to undertake an Enhanced DBS Check.  We fully support the London Borough of Merton’s Equal Opportunities Policy.

JOB DESCRIPTION

Post Title:


Office Administrator

Main purpose of the Post

To assist the Office Manager in the provision of an efficient and effective support service for the school.  Duties are commensurate with the Job Grade and may include the following tasks. 

General Administration duties

· Provide administrative support to all stakeholders as directed by the Office Manager 

· Undertake administration duties such as typing, filing, reprographics etc 

· Supporting the Administration Team with the management and organisation of school events such as Open Evenings, Induction days etc. 

· Processing incoming and outgoing post, photocopying and faxing when required

· Undertake reception and switchboard duties as and when required

· Deal with ad-hoc and complex reception/visitor matters

· To evaluate student medical concerns and liaise with parents/carers (First Aid training will be provided)

· Manage manual and computerised information systems (SIMS)

· Minute-taking as and when required

Responsibilities

· Be aware of and support difference and ensure equal opportunities for all

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

· Establish constructive relationships and communicate with colleagues, other agencies/ professionals

· Attend and participate in regular meetings and school events

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

Experience

· Experience of administrative systems

· Operate relevant equipment and ICT packages

· Provide advice and guidance to staff, students and others

· Undertake research and obtain information to inform decisions

Qualifications 

Appropriate to an admin post e.g. Microsoft Word / Excel or other relevant IT training

Knowledge / Skills

· Effective use of ICT and other specialist equipment/ resources

· Knowledge of relevant policies/codes of practices and awareness of relevant legislation

· Excellent ICT skills

· Ability to relate well to children and adults

· Work constructively as part of a team understanding roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities

PERSON SPECIFICATION
Post Title:

Office Administrator

The Person Specification is strictly related to the requirements of the post as determined by the current Job Description.  Short listing is carried out on the basis of how well you meet the requirement of the person profile.  You should refer to these requirements when you complete your application form.

A.
KNOWLEDGE, SKILLS AND APTITUDES

· Ability to exercise initiative, work under pressure and manage conflicting priorities and deadlines.  (E)

· Ability to communicate effectively and appropriately, both orally and in writing with a range of people including students, parents, staff and outside agencies.  (E)

· Ability to work effectively as part of a team and on own initiative.  (E)

· Ability to maintain accuracy when dealing with repetitive tasks.  (E)

· Knowledge of developing and maintaining effective computerised and manual information systems.  (E)

B.
EXPERIENCE

· Experience of administrative procedures and routines in a busy office environment (E)

· Experience of dealing with enquiries in person and by telephone  (E)

· Experience of using computerised admin systems (E)

C.
QUALIFICATIONS

· Courses relating to IT training would be advantageous e.g. Word / Excel etc.

D.
OTHER REQUIREMENTS

· Commitment to comply with the Council and School’s Equal Opportunities and Health and Safety policies  (E)

· Confidentiality is essential (E)

· Ability to work flexibly in response to the needs of the service including attendance at evening meetings and working school closure periods as required  (E)

