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NOTRE DAME HIGH SCHOOL

JOB DESCRIPTION

	Notre Dame High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment




	Job Title


	Administration Assistant –Open Learning Centre (Job Share)


	Working Pattern

	21.5 hours per week / term time only
Monday (all day), Tuesday (all day), Wednesday (am)


	Purpose of the Job


	To endeavour to implement the Notre Dame High School Mission Statement, promoting and supporting the ethos of the school as learning and caring community committed to following Christ’s teaching.

To contribute to teaching and learning in the school by operating and controlling the supervisory and administrative functions within the Open Learning Centre and working in accordance with any currently applicable schedules.




	Responsible To


	Head of Year


	Responsible For


	N/a


	Level of Contact with Children & Degree of Responsibility  


	Level of Contact with Children
	High

	
	Degree of Responsibility for Children
	High


	Conditions of Employment


	The conditions of employment for members of non teaching staff are defined in the current National Joint Council for Local Government Services Document and the Catholic Education Service.
To endeavour to implement the Notre Dame High School Mission Statement, promoting and supporting the ethos of the school as a learning and caring community committed to following Christ’s teaching.



	Purpose of Role:
· To contribute to teaching and learning in the school by operating and controlling the supervisory and administrative functions within the Open Learning Centre and working in accordance with any currently applicable schedules including:
· Developing and managing collections of books and resources within the OLC.

· Managing the OLC building equipment and furniture, ensuring that when issues arise the correct departments are notified.

· Dealing with the OLC budget and purchasing the necessary resources to ensure its effective service.
· Student locker administration for school lockers.

· Managing the registering and supervising 6th form study sessions.
· Maintaining effective working relationships with other departments to help support learning across the school.

· Effectively managing the loaning of OLC resources using the eclipse system.

· Updating and managing the eclipse system to ensure that it is accurate and up to date.

· Assisting students with their use of the OLC and the services it offers.

· Keeping up to date with relevant professional developments in the library sector.

· Assessing relevant training requirements and continued professional development opportunities.

· Maintaining a safe and productive working environment in the OLC.

· Completing data input for the Enrichment days and option’s process.



	Additional Specific Responsibilities:
· In consultation with the post holder, the Headteacher/Line Manager may request a person to take on any additional responsibility as the school develops and/or the need arises.


	General Duties:
· To support and contribute to the Catholic nature of the school as directed by the Headteacher and Governors
· To share responsibility for the school’s commitment to safeguarding and promoting the welfare of children and young people.


