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      Job Description


Band: C (Scp:4-5) 36 hours per week, Term Time plus includes 5 x additional days at Head’s direction (39 weeks p.a.) 
Reports to: HR advisor / Academy HUB operations and Facilities Manager 	

Job Purpose
To provide a purposeful administrative service with a strong customer focus for the Academy. To contribute to the Academy ways of being, aims and development. Work as part of a team, appreciating and supporting the role of other people in the team. Willing and able to make a positive contribution to the school. Highly committed and show initiative



Administration and whole school support
· Provide administration support for Arbor (Student Information System) ensuring all student data is kept up to date.
· Produce and distribute school reports
· Sorting and the distribution of internal and external mail including Parent mail
· To undertake filing and scanning of documents
· To arrange the orderly and secure storage of school supplies e.g. stationery.
· [bookmark: _gjdgxs][bookmark: _h5usgrf201vo]Maintain manual and computerised records and/or management information systems.
· 
Communication
· Excellent ICT skills are required including Word and Excel, as well as a good general education.  
· Good interpersonal skills – with students, parents, staff, visitors ensure prompt accurate communication standards are met and maintained.
· To undertake reception duties during lunch break and other times such as sickness and holiday absence, answering general telephone and face to face enquires and signing visitors in and out. 
· Ensure all incidents/accidents are recorded accurately and reported to Health & Safety lead

Reception / First Aid 

· [bookmark: _GoBack]Provide Reception cover on a rota basis
· Administer first aid to students 

HR 
· Assist HR Advisor with admin tasks to support the HR function

	
The academy benefits from a flexible approach to working arrangements – because of this, the tasks and responsibilities listed here are not definitive. Headteachers may require particular additional duties to be undertaken to suit specific requirements and these may be incorporated in the role as long as they are at a similar and appropriate level to the other listed duties.

General requirements
· To uphold the academy Equality and Health and Safety Policy.
· To understand the requirements of Data Protection and maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information. 
· To carry out any other duties commensurate with the grading of the post as may be decided by the Headteacher and Governors.

This document conveys a full and accurate description of the job.

Signed:  …………………………………..                              ………………………………………
               Postholder                                                                     Line Manager

Date: ………………………………………
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