[image: image1.jpg]RIVERLEY

PRIMARY




NOTE: THE TRUST EXPECTS ALL OF ITS EMPLOYEES TO HAVE A FULL COMMITMENT TO THE TRUST’S EQUAL OPPORTUNITIES POLICY AND ACCEPTANCE OF PERSONAL RESPONSIBILITY FOR ITS PRACTICAL APPLICATION.  ALL EMPLOYEES ARE REQUIRED TO COMPLY WITH AND PROMOTE THE POLICY AND TO ENSURE THAT DISCRIMINATION IS ELIMINATED IN THE SERVICE OF THE AUTHORITY.


JOB DESCRIPTION

Administrator (37.5 hours)

JOB PURPOSE

Under the instruction/guidance of senior staff: provide general administrative/financial support to the school.


Major Tasks, Duties and Responsibilities

Organisation

· To work alongside the administrative team dealing with telephone calls and visitors

· To assist in reception duties, answering routine telephone and face to face enquiries and signing in visitors using Vis-Ed software ensuring safeguarding procedures are adhered to

· To provide routine clerical support e.g. photocopying, filing, faxing, emailing, complete routine forms

· To maintain manual and computerised records/management information systems

· To undertake typing, word-processing and other IT based tasks

· To sort and distribute mail

· To check, sort, sign-off and distribute deliveries

· To provide hospitality and catering support to a high standard

· To arrange School Nurse and Photographer visits

Administration

· To undertake ICT based tasks

· To provide Admin support to SLT as necessary

· To complete Attendance related administration

· To complete Inclusion administration

· To carry out the administration of school trips 
 Resources

· To operate relevant ICT Packages and equipment

 Responsibilities 
· To comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· To be aware of and support difference and ensure equal opportunities for all

· To contribute to the overall ethos/work/aims of the school

· To establish constructive relationships and communicate with other agencies/professionals

· To attend and participate in regular meetings

· To participate in training and other learning activities and performance development as required

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

Other requirements:

· The ability to work as part of a team and support other admin colleagues when necessary

· To have an up-to-date Enhanced DBS Disclosure (desireable)
· To work as reasonably directed by the Head Teacher and undertake any other non specified duties of an administration nature as appropriate to the grade
· To uphold and comply with the statutory provision of the Health and Safety at Work Act 1974 and any other relevant procedures relating to Health and Safety at Work
· To understand and comply with the Trust’s and school's Equal Opportunities Policy

NB. These details comprise the main responsibilities of the post but they should not be assumed to be the complete list of duties.

Key Activities

· To record pupil absence and lateness and liaise with other staff who have a role in this area



· To be responsible for analysing attendance statistics and producing attendance reports, as required


· To liaise with the EWS regarding children’s attendance and punctuality



· To be responsible for producing lateness and attendance letters in liaison with appropriate staff and Headteacher


· Administration of Attendance, Assessment, Inclusion


· To prepare and process the class registers

· To be responsible for the administration of school trips


· To be responsible for Groupcall

The key activities may be rotated between the administrators on a termly basis as part of personal development in order to gain a working knowledge of the full range of office duties.
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