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School Office Coordinator (Secondary)
Ark John Keats Academy 

Unique opportunity to join an outstanding new school in north London.   
Ark John Keats is an all-through school in the London Borough of Enfield. Our intake is mixed and comprehensive in nature. We opened our doors to our first two Reception classes in September 2013 and our first cohort of year 7 pupils joined us in September 2014.  The academy will reach full capacity in 2020 with just under two thousand pupils.  

The academy staff, pupils and parents are incredibly aligned, committed and passionate about our school. We have been graded outstanding in all areas by Ofsted and pupils make rapid progress in a calm, purposeful and happy environment. 

We are looking for a Secondary Office Coordinator to join our team. In this fast paced and varied role, you will be the key point of contact for administrative and operational support across the Secondary School. Effective administration ensures the academy is best positioned to focus on its educational aims, and the ideal candidate will relish the opportunity to contribute to this shared goal. The Secondary Office Coordinator will be supported by 3 Administration Assistants and an Apprentice.

This is a tremendous opportunity for an organised and highly skilled administrator with excellent management and communication skills, to join a team that is hugely committed, energetic and enthusiastic. 
Please use the ‘Knowledge, Experience and Skills’ section of the application to provide a detailed account of how you meet the requirements of the role, what you can offer, and what it is about the role at Ark John Keats Academy that appeals to you.

Please note that strong applicants may be seen before the deadline, so please do not wait for the deadline to submit your application.

Ideal candidates will:

· feel comfortable working both independently and as part of a team
· be proactive, rigorously organised, efficient and reliable
· be a self-starter with great initiative and problem solving skills  
· be committed to Ark John Keats Academy’s ethos of high expectations and no excuses

To apply please go to https://goo.gl/YmXoWj. Please note that Google Chrome is not compatible with our application system. Please submit your application by 7am on Monday 2nd July. For further information, a confidential discussion or for any technical queries please contact Mitra Samsami at m.samsami@arkjohnkeatsacademy.org. 
Start Date: 
1st September 2018, with some handover days required in July / August
Closing date: 7am on Monday 2nd July
Salary: 
Ark Support Staff Band 8 (Outer London) - £26,020- £32,000
Hours and Work pattern: 

· 40 hours per week during term time (8am – 5pm, 39 weeks per year)

· 25 hours per week for 16 days during school holidays (8am – 1pm)

· 9.5 weeks annual leave, to be taken during school holidays 

We value diversity and are committed to safeguarding and promoting child welfare. The successful candidate will be subject to DBS and any other relevant employment checks.
Job Description: School Office Coordinator (Secondary)
Reports to: 
Operations Manager 

Start date: 
1st September 2018 (some handover days required in July / August)
Salary: 
Band 8 (£26,020- £32,000)
Hours: 
8am to 5pm 

Hours and Work pattern: 


· 40 hours per week during term time (8am – 5pm, 39 weeks per year)

· 25 hours per week for 16 days during school holidays (8am – 1pm)

· 9.5 weeks annual leave, to be taken during school holidays 

Contract: 
Permanent 


The Role
To lead on the development and maintenance of effective systems and processes in the administration of the secondary phase of the academy. 

To lead and manage the secondary reception. 

To provide a high standard of administrative support to the school. 
To effectively manage the output of Administrative Assistants

Key Responsibilities
Office Management 
· To lead the secondary phase office, including: 

· maintaining effective systems and processes to support the effective running of the school (including pupil files, attendance and punctuality, correspondence and reporting to parents) 

· producing correspondence, reports and newsletters, sometimes of a confidential nature 

· dealing with all telephone and personal enquiries efficiently and effectively in a way which promotes a positive image of the academy 

· making maximum use of the Academy’s developing information and communications technology including the network for diary management, data input and written communications 

· establishing a business-like office environment and promoting good relationships with staff

· providing IT support and experience in various software packages, including Microsoft Office (particularly Excel, Publisher, and PowerPoint) and management information systems, and be willing to train others 

· supporting in the diary management of senior staff 

· To ensure resource ordering, production and copying in the secondary phase is highly organised and efficient 

Reception 
· To act as an ambassador for the school 
· To undertake reception duties, answering routine telephone and face to face enquiries, responding to school access buzzer and signing in visitors. 
· To show visitors around the school where necessary 

· To assist with pupil first aid and welfare duties, looking after sick pupils and liaising with parents and medical professionals where required
Pupil Data 
· To maintain manual and computerised records and management information systems, including the input of pupil data daily and maintaining pupil records using the CMIS system 

· To use CMIS and CCR to create reports using pupil data and presenting these in the appropriate format

Attendance

· To manage secondary school attendance including maintenance of the registers, liaising with teachers and first day phone calls.

· To liaise with the Education Welfare Officer and attend Welfare meetings 
· To provide weekly attendance reports for Head of Years

Assessments

· To oversee and coordinate the administration of Assessments, including room set up, printing and distributing the required documents appropriately, and the entry of exam data onto CMIS

Trips and Events

· To oversee and coordinate the organisation of internal and external events such as Christmas productions, Celebration Assemblies, external trips, and sports days. 

Start of year Induction

· To organise and coordinate pupil home visits, create pupil packs and liaise with Primary schools 

· To coordinate and produce all printing and data entry required for staff and pupil new starters in September
Other

· To effectively line manage the work of 3 Administrative Assistants and Apprentice
· To attend weekly meetings with the Operations Manager and SLT, to plan and review progress 

· To undertake other various responsibilities as directed by the Operations Manager and Principal 

Person Specification: School Office Coordinator (Secondary)
Qualification Criteria 

· Right to work in the UK 

· Maths and English GCSE at grade C or above 

· Relevant qualifications in office administration and IT applications desirable
Personal Characteristics 

· Genuine passion and a belief in the potential of every pupil 

· Flexible, highly organised and able to multi-task and prioritise work to meet deadlines 

· Helpful, approachable and positive nature and ability to stay calm and diplomatic under pressure 

· Understanding of the importance of confidentiality and discretion 

· Detail oriented and able to take ownership of tasks and work with minimal supervision
Specific Skills 
· Excellent written and oral communication skills 

· Highly numerate, with particular skills in financial administration 

· Highly computer literate, in particular skills using Word, Excel and email 

· Willingness and ability to learn and operate new IT systems and databases 

· Excellent administrative and organisational skills 

· Ability to deal with minor incidents, first aid, and the personal health and hygiene of the pupils
Alignment with Ark vision 

· Relentless drive to do what it takes to ensure all pupils succeed 

· Ability to instil and ensure high expectations
Other 

· Commitment to equality of opportunity and the safeguarding and welfare of all pupils 

· Willingness to undertake training 

· This post is subject to an enhanced Disclosure and Barring Service check
