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	Role Title
	Cover Manager/Administrator 

	
	
	

	Grade
	Grade 5 (point 25-30)

	Hours of work 
	37

	Main purpose of the role

	To organise the provision of cover for teaching and learning staff, including management of cover supervisors and liaison with supply staff and agencies, to support the smooth running of the school by providing efficient management of cover.
To provide an excellent quality standard of administrative services by the processing of accurate, timely information in the delivery of data entry, data extraction,  typing, filing, processing of telephone calls, visitors, communicating with parents, basic first aid for pupils, and other administrative tasks, which support the aims and objectives of the school.


	Core responsibilities and tasks

	Cover 
1. Manage and organise cover for absent staff, planned and emergency on a daily basis minimising disruption and ensuring continuity in teaching and learning.
2. Organise and provide induction and support for supply staff

3. Ensure safeguarding requirements and other relevant regulations are in place for supply staff.

4. Liaise with supply agencies in engaging appropriate qualified supply staff to cover absences.

5. Process Invoices in relation to supply agencies and approve timesheets.

6. Maintain cover data, monitor expenditure and provide regular and accurate forecasting against budget allocation.

7. In conjunction with HR Manager, maintain accurate and up to date records of staff absence, ensuring that the information is kept confidential.

8. Manage and arrange room changes ensuring effective communication to all staff

9. Supervise and line management of Cover Supervisors

Census

1. In conjunction with the Data Manager undertake the preparations for submission of Census and other statutory returns, ensuring all data has been verified by the relevant school stakeholders.

Admin

1. Provide general clerical support including routine clerical processes, IT based tasks requiring knowledge of various ICT packages and operation of office equipment eg fax, franking machine, typing and word-processing
2. Maintain manual and computerised records and management information systems such as SIMS. 
3. To be responsible for the maintenance of the school communication system  [ Intouch] , ensuring all communication to parents and carers is sent efficiently 

4. Carry out research, analyse and evaluate data and information and produce reports, information and data as required.
5. Assist in the design, implementation and monitoring of administrative procedures and management information systems to ensure the provision of efficient and effective support services to the school. 

6. To assist in the production of promotion/marketing material and school publications such as  programmes, certificates, prospectus, booklets, handbooks.

7. To be responsible for the accurate input of students into classes/sets on the school SIMS system.

8. Data entry and extraction from the SIMS system.

9. To provide administrative support to the EAL co-ordinator and SENDCO.
10. Provide administrative and organisational support to the school and staff, including correspondence, producing information and data as required.   
11. Carry out administrative tasks as requested by senior staff.
12. Provide general advice and guidance to staff, pupils and others.

13. Undertake reception duties, from time to time answering routine telephone and face to face enquiries.
14. Contribute to the planning, development and organisation of support service systems, procedures and policies.
15. Assist in the training and development of other support staff. 
16. To provide cover for the Examinations Officer in all exam administration.
17. Provide a minute taking service for Governor committees.
First Aid

1. To be able to provide first aid, when required, for students who are unwell or have an injury.



	Knowledge, skills and experience 

	•
General clerical, administrative and financial work as appropriate.

	Other Specific Duties :
· To play a full part in the life of the school community, to support its mission and ethos and to encourage staff and students to follow this example

· To promote actively the school’s corporate policies

· To continue personal development as agreed

· To engage actively in the performance review process
· To contribute to the efficient running of the administrative team 

· To provide cover when necessary to cover absences, where possible.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher and/or Governing Body to reflect or anticipate changes in the job commensurate with the grade and job title.


Print Name………………………………….                   Signed ………………………………

Date ………………………..
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