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	POST TITLE: Administration Manager

	OVERALL PURPOSE OF THE POST

	To be the lead member of the academy administrative team responsible for the operation and delivery of all administrative support services within the academy. 

To be responsible for and manage the planning, development and monitoring of administrative support services.

	MAIN DUTIES AND RESPONSIBILITIES

	· Be responsible for the planning, development, design, organisation and monitoring of administration support service and whole school systems, procedures and policies 
· Be responsible for the appropriate deployment of administrative and other support staff
· Effective leadership and management of the administrative team, to achieve a consistent and efficient administrative function that supports teaching and learning across the academy
· Organise, prioritise and monitor the workload of the administrative team
· Hold regular line management and administration team meetings
· Manage conflicting demands of the academy to ensure the smooth running of the academy’s calendar, associated deadlines and flow of information
· Maintain up-to-date knowledge of statutory policies and advice/guidance relevant for the role, and interpret into appropriate policy/practice for the academy
· Be responsible for the design and effective operation of administrative procedures
· To facilitate effective communication within the academy, and between academy and parents, by ensuring the delivery of comprehensive and administrative support
· To enable effective communication between academy and home by ensuring accurate student records are maintained
· To manage the administrative support for the academy’s system for reporting on student progress
· Work with the Principal to proactively communicate data relating to student attainment and behaviour, both within the academy and between home and academy
· Be responsible for the induction, professional development reviews, training and mentoring for support staff
· Be responsible for ensuring key communication messages are shared with all support staff, e.g. through briefings, newsletters etc., and represent support staff at relevant meetings 
· Line management responsibilities for academy support staff (not just in the administration team), which includes professional development reviews and conducting sickness absence meetings etc. (with guidance from HR)
· Draft and review procedures and policies relating to administration and organisation
· Develop and monitor management information systems including SIMs and other systems as relevant.
· Be responsible for the submission of relevant information to Senior Leadership Team, the Local Governing Body and outside agencies, e.g. the Local Authority, DfE, and Ofsted
· To manage the School Census Return and support with the Workforce Census Return
· To manage the ordering of office stationary and equipment 
· Have due regard for and understanding of academy admissions and appeals policy and procedure
· [bookmark: _GoBack]Have due regard and understanding of the administration for the collection of money for school trips and activities
· To ensure the administrative function act in compliance with all requirements from DfE, ESFA, Academy Trust Handbook 
· Support other ACET academies by sharing of knowledge and expertise, providing advice and guidance as required

	GENERAL DUTIES AND RESPONSIBILITIES

	All ACET staff are expected to:
· Promote and support the aims, ethos and vision of the academy/trust;
· Conduct themselves in line with the ACET values, treating others with dignity and respect;
· Develop and maintain effective working relationships with staff, students and others, as appropriate for the role;
· Remember that their prime responsibility is to the children, families and communities that the Trust serves, and ensure all decisions and actions taken during their work is with this in mind;
· Attend appropriate CPD and actively seek to broaden knowledge and skills;
· Appropriately maintain the confidentiality of the working environment;
· Comply with all ACET policies and procedures;
· Comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post;
· Hold a full and valid driving licence, and be willing to travel as required for the role;
· Work in other ACET academies, as required (with travel payment if appropriate).

	

	The purpose of this job description is to provide an overview of the duties and responsibilities involved in this role, however, it is not intended to be exhaustive. In consultation with the post holder, this may be reviewed and could be subject to change during the course of employment.



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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