	
THE BETHLEM AND MAUDSLEY HOSPITAL SCHOOL


	Job Description

	Job Title:
	Senior Administrative Officer and Pupil Reintegration Officer
	
	School Name:
	Bethlem and Maudsley Hospital School 

	Grade and Range:
	Grade 6
	
	Hours:
	36

	
	
	
	Working Pattern:
	Term Time Only

	Reports to:
	Headteacher or other Line Manager
	
	Supervises:
	Agency staff when required

	
	
	
	
	

	Purpose and context:
	1. To be responsible for the provision of an efficient administrative and clerical support function for the school. 
2. Assisting with the recruitment of staff. 
3. To maintain the various school computerised databases of pupil and staff information.



Principle Accountabilities:

Main duties and responsibilities are indicated here. Other duties of an appropriate level and nature will also be required 

1. To be responsible for the provision of an efficient administrative and clerical support function for the school.


· Communicating with and collating information from pupils` home schools
· Organising and coordinating public examination entries for pupils at all levels
· Planning work schedules and ensuring that all office staff are aware of impending work projects,etc. 
· Liaison with senior school staff relating to work to be undertaken by the office 
· Maintenance and amendment of the school`s website
· Supporting class-based staff in managing difficult situations with pupils
· Maintaining secure systems of storage relating to pupil information
· Ensuring that confidential `read only` reports from members of the multi-disciplinary team are circulated on a `need to know` basis and with full permission of the original author
· Co-ordinating the purchasing of goods and services ensuring that accurate stock and inventory control systems and safeguards are maintained.  Checking deliveries of all goods.
· To coordinate the clerking of the governing body, committee meetings and panels, with responsibility for the preparation and circulation of reports.
· To assist the headteacher in day to day administration and carry out any delegated tasks.
· To deliver school reception service and deal with a range of telephone queries from parents, professionals, etc.
· To deal with any emergency brought to their attention, deciding on the best course of action and either dealing with the situation if appropriate or referring it to another senior manager.
· Coordinating liaison with contractor, building consultants etc. in relation to proposed and ongoing work.
· Ensuring that the general cleanliness, hygiene, appearance and safety of all buildings are maintained to an acceptable standard.
· Applying for DBS checks and completion of the single central register.
· Health and safety checks completed for the hospital
· Fire safety duties and responsibilities
· Maintain petty cash balances and distribute monies as requested by senior leadership team


2. Assisting key teachers in their role reintegrating pupils, including:

· Liaison with home schools to get initial pupil information
· Arranging transfer of work between home school and hospital school as appropriate
· Take part in reintegration planning with young people and with the school’s departmental staff
· Attend reintegration meetings when appropriate
· Liaison with hospital staff around reintegration


3. To liaise with the careers advisor, including:

· Assisting careers advisor with careers referral forms
· Attending classroom sessions when necessary to carry our careers liaison


4. Assisting with the recruitment of staff, including: 

· Organising all job applications, and requesting references 
· Organising the recruitment process with the SLT.  This includes drafting job descriptions and adverts, organising interviews and obtaining references.
· Collating applications and inviting for interview shortlisted candidates  


5. Maintaining computerised databases of pupil and staff information, including: 

· Inputting and updating of all appropriate pupil and staff information and producing reports when required 
· Assisting appropriate senior staff member with inputting and production of staff and pupil timetables 
· Assisting the Examinations Officer in downloading examination entries and processing examination results 

6. Child protection 

· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Southwark Safeguarding Children’s Board and the school’s safeguarding policy, in the role of Deputy Designated Safeguarding Lead

	
General Statements
	
· Required to carry out all reasonable duties and responsibilities of the post in accordance with the Councils’ policies and procedures and standing orders.
· Enactment of Health and Safety requirements and initiatives as appropriate
· All employees are required to declare any conflict of interest that may arise before or during their employment.
· Any outside activities, either paid or unpaid, must not in the view of the School conflict with or react detrimentally to the Authority’s interest, or in any way weaken public confidence in the conduct of the School’s business.
· Undergo and meet school conditions for a satisfactory enhanced  DBS check.
· Must comply with all equality legislation, policies and procedures; actively promote ways of eradicating and challenging racism, prejudice and discrimination through the School’s policies and procedures.
· To have due regard for safeguarding and promoting the welfare of children and young people, and to follow the child protection procedures adopted by the Southwark Safeguarding Children Board.
· Ensuring work is line with the School's Green Commitment Policy goals.
· Being aware of responsibilities under the Data Protection act for the security, accuracy and relevance of information held and maintained.
· Treating all information acquired through your employment, both formally and informally, in strict confidence
· To demonstrate a commitment to good customer care.
· Any other duties of an appropriate level and nature will also be required. 

	
To contribute as an effective and collaborative member of the School Team

	
· Participating in training to be able to demonstrate competence.
· Participating in first aid training as required.
· Participating in the ongoing development, implementation and monitoring of the service plans.
· Contributing in meetings and being a supportive member of the school team.








	Person Specification

	Job Title:
	Senior Admin Officer and Reintegration Officer - Grade 6
	Bethlem and Maudsley Hospital School 





	
	
	Essential (E) or 
Desirable (D)
	How assessed (A / I / T)

	Knowledge / qualifications:
	· A sound knowledge of computer databases and spreadsheets. 
· A sound knowledge of using Microsoft software, particularly Word at a basic to intermediate level.
· Excellent written and oral skills. 
· Knowledge of administrative systems
· Knowledge of school administrative systems
	E

E
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E
D

	Indicate how skill will be assessed either application form, at interview or tested.

	Experience:
	· Experience of using Microsoft software particularly Word at a basic to intermediate level.
· Experience of local authority recruitment and selection procedures
· Experience of working in a similar working environment.  
	E


D

D

	

	Aptitudes, skills and competencies:
	· Form working relationships with children to assist the key teacher in the task of reintegration to school/college/employment
· Ability to set and work to agreed targets and work schedules. 
· Ability to communicate effectively with persons at all levels. 
· Ability to work pro-actively to achieve efficiency and effectiveness of a team of staff. 
· Ability to organise one’s own tasks with minimum supervision.
· Ability to communicate effectively and, when required, confidentially with persons at all levels. 
· Ability to work pro-actively to achieve efficiency and effectiveness of a team of staff. 
· Ability to organise one’s own tasks with minimum supervision.
· Ability to minute meetings
· Ability to type
· Ability to touch type quickly.
	E


E

E

E


E

E


E


E

E
E
D
	

	Special conditions:
	· Motivated to work with children & young people.
· Ability to form & monitor appropriate relationship & personal boundaries with children & young people.
· Emotional resilience in working with challenging behaviours.
· Appropriate attitudes to use of authority & maintaining discipline.
· The postholder may be required to work outside of normal school hours on occasion, with due notice.
· To undergo an enhanced DBS check – individuals on the barred list should not apply.
	E

E


E

E

E


E
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