George Mitchell School
Administrator

Job Description 

Job Title:	Administrator
Reporting to:	Secondary Office Manager
Grade:		Scale 3, Point 5 – 6 (£19,402 - £19,753)
Contract:	36 hours per week, 45.6 weeks (Term-time only)

Overall Purpose of Job
· [bookmark: _GoBack]To provide efficient and effective administrative support to the school
· To offer a professional and courteous service to every user
· The post holder is expected to be proactive in keeping up to date with service, activities and events that the school provide
The post holder will be responsible for administrative duties whilst working alongside other school staff – supporting the Headteacher/Senior Leadership Team/Office Manager
The post holder will be responsible to the School Office Manager and the Headteacher of the school for the following:


Main Duties:
General Administration
· Provide routine administrative support across the school to include production of letters, reports and other documents utilising MS Office Software.
· Maintaining a high level of communication both in writing and verbally.
· Sourcing & ordering of stock and ensuring stock is adequately stored and recorded
· Answer phone calls, record and pass on messages/Reception cover as required
· General administrative tasks required in main school office as directed by the school Office manager and/or Headteacher.
· Operating MIS/SIMS – Other Data Systems(Ipay Impact)
· Assist with school meals administration, Inputting and retrieving information on to the iPay impact system.

Reprographics
· Checking stock levels of toner and paper on the secondary site.
· Photocopying for School
· Maintenance of reprographics room equipment


Student Welfare
· Manage and maintain a centralised register of students with individual healthcare plans (IHPs). 
· Create and review IHPs, liaising with the school nurse or other medical professionals as appropriate. 
· Attendance maintenance. To monitor leavers, daily attendance and punctuality, first day calling, support Office Manager at attendance meetings and arrange meetings for persistent low attenders.
· Provide advice to staff in supporting students with medical conditions. 
· To monitor first aid and medical supplies and administration including, first aid certificates, first aid posters, asthma/allergy/health plans, medical lists and allergy badges. To ensure medication (e.g. asthma pumps) are in date and administration of medication forms are recorded.
· To be able to administer basic first aid to pupils/staff, keeping qualification up to date.
· Ensure that all duties and responsibilities are discharged in accordance to the school’s health and safety policy.
· To be tactful and have confidentiality for all staff/families/pupils and visitors.
· Participate in the school’s appraisal scheme, ensuring that performance standards/targets are set and met within the agreed time scale.
· To undertake the above duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards for self and others.
· The above is not an exhaustive list of all tasks and employees will be expected to perform such other duties, within the competence of the post holder, which may be required from time to time by the Headteacher/Senior Leadership Group.

Post holder’s signature: ……………………………………………………………………………………………..
Headteacher’s signature: ………………………………………………………………………………………….. 

Date of issue: July 2022
