[image: image1.jpg]




JOB DESCRIPTION

TITLE OF POST:       
Admin Assistant for Inclusion Team (Renaissance)

STATUS OF POST:       



Term Time Only
RESPONSIBLE TO: 



Welfare Manager
WORKING TIME:



8.00am-4:30pm
RENUMERATION:



£17,000 - £19,000pa 
STATUS OF POSITION:


Temporary (maternity cover)
PURPOSE AND OBJECTIVES OF POST 
To support the aims and ethos of The Petchey Academy by providing an administrative service within the Renaissance team. Act as a key member of the Customer Service/ Front of house team at Renaissance reception.  To be prepared and equipped to learn and to support educators in the effective pursuit of their duties, particularly with a focus on the administrative needs of the Renaissance Department. Support the collection storage and retrieval of pupil information so that our legal requirements are met, parents are informed and the required management information is available to the academy. Support effective communication to all academy stakeholders both internal and external and present a positive image at all times.
Responsibilities:
· Provide timely and effective operation of administrative support for SEN and welfare team.
· Take minutes, complete paperwork for referrals and keep all information shared confidential 

· Provide support with  all external communications

· Act as primary contact for Renaissance Leads with external contacts and arrange meetings with relevant staff as required.
· Assist the academy by maintaining good relationships with, parents, governors, and all external stakeholders in order to promote the objectives of the academy.
· Support the effective operation of Renaissance team diaries to ensure the efficient discharge of items to Governors, external agencies and parents including, room bookings, hospitality arrangements and general management of Renaissance meetings
· To support the collection storage and retrieval of pupil information to ensure the legal requirements are met, parents are informed and the required management information is available to the academy.

· Operate reprographic equipment in order to provide a timely and efficient service in accordance with the customer service commitments of the customer service team.

· To support educators in the effective pursuit of their duties.
Support for reception desks 
· Ensure the effective reception of all visitors and telephone enquiries to the academy in accordance with standards and procedures required.
· Operate the switchboard and transfer telephone calls accordingly

· Liaise with parents and visitors and announce visitors to Renaissance Staff
· Support the main academy Central Office with general administrative team tasks and initiatives and support  main academy desk if required

General expectations and responsibilities as part of the customer services team:

· Coordinate mail merges for staff prior to approval by the Communications and Marketing Manager

· Operate systems for recording, storing, retrieving and analysing information on students and producing the required reports. Scan important documents to student electronic files.
· Support the academy events as required, to ensure all members of the customer service team have equal out of hours responsibilities
· Any other duties consistent with the post to support the team or improve the educational experience of the students
PERSON SPECIFICATION

SUMMARY ESSENTIAL SKILLS AND PERSONAL QUALITIES

Knowledge and Experience
· Educated to GCSE level as a minimum with strong evidence of continuous self-development and updated knowledge.
· Working knowledge of SEN Code of Practice

· Experience of supporting administration of SEN provisions
· An understanding of the demands of an education/school environment is desirable.  

· An understanding of the principles of customer care and experience in a customer facing role.    

· Ability to Safeguard and promote the welfare of children and young people

· Appreciates the significance of safeguarding and interprets this accurately for all individual children and young people whatever their life circumstances

· Has a good understanding of the safeguarding agenda


· Can demonstrate an ability to contribute towards a safe environment

· Shows a personal commitment to safeguarding

Personal Qualities, Skills and Abilities

· Able to work calmly and effectively with challenging young people and their parents

· Computer literate, able to use IT based administrative systems.  

· Good written and oral communication skills: able to respond to general and administrative enquiries in a helpful and informative manner.

· Able to appreciate the customer’s point of view and respond appropriately.

· Excellent interpersonal and communication skills
· Diplomatic
· Flexible, adaptable, results orientated and able to prioritise, resilient under pressure.
· Able to work under their own initiative
· Organised 

· Able to work with personnel from all levels 

· Enthusiasm for and commitment to the achievement of the Academy’s overall vision.

· Awareness of and commitment to diversity and inclusion. Demonstrates respect for people, regardless of ethnic origin, gender or disability.
· Willingness to learn and develop
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