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JOB PURPOSE

	To ensure that the School administrative team provides clerical and administrative support to assist in the smooth running of the school.
To provide the Headteacher, Senior Leadership Team, CA Team and Trustees with a full range of high quality Executive Assistant duties 

To work in positive collaboration with other administrative and campus staff to support the smooth running of the school, and to assist the school in meeting the academic, pastoral and other needs of students 

To act as lead SIMS and NovaT6 user, IT support Coordinator and Exams Officer


SAFEGUARDING 
	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

The post is subject to an enhanced DBS Disclosure (formerly CRB).

The successful candidate will share the whole school commitment, for safeguarding and promoting the welfare of children.




DUTIES
	Will include:

a) Receive telephone calls, take messages and deal with enquiries quickly and appropriately whilst maintaining confidentiality at all times
b) To attend various senior management meetings to take minutes, process and distribute minutes maintaining confidentiality and data protection at all times 

c) To manage diary appointments and meeting times, making arrangements as required

d) To provide typing and clerical support to management and Trustees. This will include having a high level of IT knowledge of computer software packages (e.g. Microsoft Word, Excel, Outlook) for producing letters memos and reports, entering data in to school management information system etc. 

e) Undertake photocopying, collating and distribution of documents and other general clerical tasks as required by management as necessary

f) To undertake the role of Exams Officer for the school adhering to the JCQ guidelines and school policy
g) To be a SIMS Super User for the school able taking a lead in maintaining, updating and using the system, advising and supporting other staff with the system as required

h) Be responsible for the administration of the timetable in SIMS/NovaT6 working alongside management to ensure timetables are available for staff and students
i) Undertake filing of correspondence, records and other documentation to relevant filling systems
j) To gain financial approval for the ordering of any consumables, stationary or resources, budgeting as necessary for the role
k) To support the maintenance of the Pupil and Staff Register ensuring daily/weekly statistics and reports are available
l) To arrange appointments for teaching and support staff 
m) To support the administration of cover for school staff absence

n) Help organise events such as Educational visits and parent evenings
o) To arrange appointments for teaching and support staff as required 

p) To support the administration of cover for school staff absence

q) Maintain school policy documents
r) Assist with the Health & Safety system and procedure
s) To behave and communicate in a professional, positive manner at all times setting an appropriate example to other staff and students
t) To ensure matters are handled with due regard of confidentiality, data protection and safeguarding as appropriate
u) To undertake appropriate training applicable to the role

Other Duties & Responsibilities

v) To perform such other duties as the Headteacher, or their delegate, may from time to time determine commensurate with the role
w) Support the ethos and guiding principles of Focus Learning Trust and its affiliated school
x) To promote equality, diversity and inclusion and demonstrate this within the role, adhering to the Campus Equal Opportunity Policy
y) Focus Berkeley Campus is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment for all children and young people that they are either responsible for, or come into contact with
z) To adhere to Health & Safety Policies and ensure all tasks are carried out with due regard to Health and Safety
aa) To undertake appropriate professional development including adhering to the principle of performance management
ab) To adhere to the Confidentiality and Data Protection Policies and to any relevant Internet Code of Practice
ac) To adhere to the ethos of Berkeley Focus School:
ad) To promote the agreed vision and aims of the school
ae) To set an example of positive personal integrity and professionalism
af) Attendance at staff meetings as appropriate


	2.0 Supervision Received
a) Supervising Officer:
Headteacher and Lead CA

b) Level of Supervision: Left to work within established guidelines subject to scrutiny by supervisor
3.0 Liaison With

a) External organisations, Teaching Staff, Support Staff, Students and Families
4.0 Hours of Work

a) 8am to 4pm Monday to Friday, all year round

5.0 Review
a) This job description will be subject to annual review.  It may be amended at the request of the Headteacher, Line Manager or post holder after consultation.
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Method of Assessment (M.O.A.)

AF = Application Form;     I = Interview;     T = Test or Exercise;
P = Presentation

	 Specification
	Essential
	Desirable
	MOA

	Experience and Knowledge
	Experience in an education administration and reception environment

High level of skill for the Microsoft package (Word, Excel, PowerPoint etc)

Working knowledge of main aspects of SIMS to a high level

Experience in the supervision of others
Working knowledge of Data Protection and Confidentiality
	
	AF, I, T

AF, I, T

AF, I, T

AF, I, T

AF, I

	Education and Qualifications
	A* - C in GCSE English and Mathematics or equivalent

NVQ Level 3 in Business & Administration or other relevant subject 

RSA Level 2 or equivalent in Typing Skills
	Certificate in School Business Management or equivalent

Training in Data Protection 

First Aid Certified

	AF, I, C



	Skills and Abilities
	Excellent communication skills both verbally and in writing

Excellent customer service skills
Ability to complete work to the required standards of accuracy and presentation

Able to create and follow procedures

Ability to work on own initiative with minimum supervision

Ability to work under pressure

Ability to work within professional boundaries and to relate well with all members of staff, students and visitors

Take a collaborative role and set a positive example when working within a team

Able to meet deadlines against changing priorities and competing demands

Ability to organise and manage own workload

Ability to work with regard for confidentiality, data protection and safeguarding at all times
	
	AF, I, T

AF, I

AF, I, T

AF, I

AF, I

AF, I

AF, I

AF, I

AF, I



	Training
	Willingness to undertake relevant training

Willingness to undertake first aid training and administer first aid
	
	AF, I

	Attributes and Attitudes
	Flexible approach to work

Punctual and reliable

Calm, tactful and collaborative manner

Trustworthy and discreet for confidentiality

Ability to adapt to changes in the workplace

Willingness to complete employment probationary period
	
	AF, I

AF, I

AF, I

AF, I

	Equality, diversity and inclusion
	Knowledge, understanding and commitment to equality, diversity and inclusion informed by practical experience and application
	
	AF, I

	Safeguarding 
	Knowledge, understanding and commitment to safeguarding and promoting the welfare of students

Ability to form and maintain appropriate relationships and personal boundaries with students
	
	AF, I

AF, I

	Contra-Indications
	Criminal convictions involving offences against children


ISSUED BY

	Focus Learning Trust 

Issue date: July 2017



Focus learning Trust and the Berkeley Campus Focus School are committed to safeguarding and promoting the welfare of its children and young people and expects all employees and volunteers to share this commitment.  The school is committed to promoting equality of opportunity and diversity; all staff are expected to be committed to the school Equal Opportunities Policy.

At interview, issues relating to safeguarding and promoting the welfare of children will be explored.
	Post holder Signature: ......................................................................................



	Date of Signing: .................................................................................................

	Line Manager Signature: ...................................................................................

Post Title: ............................................................................................................

	Date of Signing: ..................................................................................................

Headteacher Signature: .....................................................................................

Date of Signing: ..................................................................................................


Job Title: Executive Assistant 





Person Specification: Executive Assistant 
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