
CHENEY SCHOOL - JOB DESCRIPTION

	Job Title
	 Administration Officer
	Department  
	Communications and Administration


	Reporting to
	Communications and Administration Manager
	Hours per week
	37 hours per week


	Grade
	7
	Weeks per year
	Term Time + 2 days



A.  Principal Responsibilities
1. To be responsible for all the administrative work for the pastoral team and Leadership Team, including the administration of admissions and leavers.
2. To be responsible for the preparation of papers, and all the associated administration, in connection with all student disciplinary matters including fixed term and permanent exclusions including letters to parents.
3. To maintain the student database on the school’s administrative computer network, including the input of data concerning, conduct, exclusion and other events and to produce output as required.

4. To liaise with Oxfordshire County Council on the smooth transition of the Year 7 intake each year, sending letters to parents and arranging interviews for the New Intake Evenings and assisting with the organization of Transfer Day.

5. To take on additional secretarial and administrative duties when required, e.g. in the absence of a member of the administration team.
6. Administration of central detentions to ensure smooth running of the process to include liaison and reports.
7. Assist in the production and distribution of school letters including proofreading and collating amendments. 

8. To support with general administrative tasks at peak times.
B. General

1. To be familiar with and adhere to all school policies and Health and Safety requirements.

2. To attend INSET as required.

3. To participate in the school’s Performance Management system and to engage in performance reviews.

4. To undertake other duties as may be required from time to time.

5. To assist with general reception duties (cover as and when required) answering telephone and face to face enquires and facilitate entry and exit of school visitors
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