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WOKINGHAM BOROUGH COUNCIL

JOB DESCRIPTION 

	Job Title: 
	Admin assistant, English hub and marketing
	Job Ref: Sch 104
	

	School:
	Whiteknights Primary
	Salary: £19,554 - £21,166 FTE
Actual salary is £10,962 - £11,940
	

	Reports To:
	English Hub Lead

School Business Manager
	
	

	Grade:
	4
	
	 £XXXX to XXXX per annum 

	Employment Status: 

Permanent
	

	Hours of Work: 

25 hours per week (Term time only);
Hours will be 9:30am-2:30pm, 5 days per week.
Initially, the position will be for a fixed term of 12 months.


	

	Job Purpose:
· To act as a professional and helpful first point of contact for visitors, parents and staff;
· To provide full reception/ general administration support for the English hub and assist with resolving enquiries and event co-ordination;
· To work with the School Business Manager to monitor the finances of the hub and provide financial admin assistance as required;

· To promote the English Hub and the wider school, including marketing and event organisation.

	Departmental/Team Purpose: 

The purpose of the school is to meet the educational needs of children and young people within the local community. 

	Organisation Chart: 

	Safeguarding Statement 

We take our safeguarding responsibilities very seriously and we work hard to ensure that our school has effective safeguarding systems in place.  We expect everyone working in the school to share a common objective to help keep children and young people safe by contributing to:

· Providing a safe environment for children and young people to learn in;

· Identifying children and young people who are likely to suffer significant harm and taking appropriate action with the aim of making sure that they kept safe both at home and in the education setting.


	Scope
	

	
	

	Financial Accountabilities
	NONE

	Budgets directly controlled (please state if this has been delegated to the post-holder)
	

	Budgets monitored on day-to-day basis:

	

	
	

	Staff Responsibilities
	NONE

	Number of employees managed/supervised:
	

	Number of FTE (Full Time Equivalents) employees managed/supervised:
	

	
	

	Management of Physical Assets
	NONE

	Nature of physical assets directly controlled:
	

	Details of service contracts managed:


	

	Summary of Main Contacts:
· Teachers;
· Governors;
· Other school staff;
· Visitors;
· Other professionals;
· Pupils;
· LA.


	Main Tasks/Accountabilities 



	1. Assist the hub and school leadership with all aspects of the administration of the hub.  This will include dealing with all correspondence related to the hub, event planning, co-ordination of bookings, liaison with attendees and the creation of delegate packs.

	2. Ensure that a professional and positive image of the hub and the school is projected at all times in dealings by telephone, through email/ website and face to face.

	3. Organise and promote all hub events, the hub and the wider school through social media, the local press and the websites.  To maintain and deliver against an effective marketing plan for the hub and the wider school.

	4. Regularly review the websites to ensure that this delivers a positive experience to all users.

	5. Prepare the school’s weekly newsletter to parents.

	6. Deal with the financial administration associated with supply payments for the hub’s showcase events and support provided to intensive support schools.

	7. Work with the English hub lead to create and monitor the partnership agreements.

	8. Work with the School Business Manager to monitor the finances of the hub and deal with grant administration as required, including submission of all reports required by the DfE.

	9. Co-ordinate orders for all hub related expenditure.

	10. Assist with GDPR practices and procedures and advise other staff as appropriate.

	11. Work effectively as part of a team with finance and other admin staff to meet deadlines/ internal requirements.

	12. To attend safeguarding and other training relevant to the role.

	13. Any other duties that reasonably fall within the purview of the post and in line with the development and growth of the hub, which may be allocated after consultation with the postholder.


PERSON SPECIFICATION

Please ensure that you read the person specification carefully as this will be used to assess candidates as part of the shortlist and interview process.

	Knowledge/Qualifications: 
· Good working knowledge of Word, Outlook and Excel;

· Marketing and event planning (desirable but not essential).


	Skills/Abilities: 
· Awareness of the importance of safeguarding, confidentiality and data protection;

· Excellent communication skills;
· Excellent telephone manner;
· Good organisational skills – able to prioritise workload and juggle commitments;
· Able to use your initiative;

· Able to work quickly and accurately to meet deadlines;
· Able to identify customers’ needs quickly and deal effectively with enquiries;
· Tact, diplomacy, and sensitivity.


	Experience: 
· At least one year’s experience working in a school or busy office setting;
· Word processing experience;
· Experience of working in a customer-facing role;

· Experience of working independently and in a team.
 

	Personal Qualities: 
· A positive ‘can do’ attitude;

· A good sense of humour;

· Resilience;

· Conscientious and hard-working;

· Ability to work flexibly and co-operatively with others;
· A sense of responsibility;
· Integrity;
· A willingness to learn new skills;
· Able to support the hub and the wider school in achieving its vision. 



	Special arrangements:

· May need to travel to external venues to support hub activities (eg showcases, conferences);
· Hours may need to be adapted in agreement with the employee to assist with event delivery.
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