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Fountain Head House School
JOB TITLE: 

PUPIL ADMINISTRATOR 
REPORTS TO:


The Headteacher

HOURS:


8am-4pm 40 hours per week, 41 weeks per year

SALARY:


£20,683.52
Fountain Head House School is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people.  All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the School.

As the Exceptions (Amendment) Order 1986 to the Rehabilitation of Offenders Act 1974 

applies to this position, the postholder will be required to apply for an 

Enhanced Disclosure from the Criminal Records Bureau

This post is subject to satisfactory references and DBS checks.
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JOB DESCRIPTION

Job Purpose

· To provide clerical or administrative support to the school under the direction or instruction of senior staff. 
· To support and be involved in the constant development of the school in all areas and aspects.
· To support the school’s goal of providing a high quality curriculum for all pupils.
Core Requirements of the Post
· To be responsible for administrative aspects related to pupils, education and school life as a whole. 
· To support staff in the school to make a strong contribution to ensure the smooth operation of the school on a daily basis.
· To assist the senior leaders and other members of staff with administrative tasks.
· To keep and monitor accurate records related to administrative aspects of education and school life as a whole
· To understand the need for confidentiality and to be able to work sensitively

Support the school by

· Complying with all policies and procedures relating to child protection, health, safety and security, confidentiality and data protection (in line with GDPR requirements), and reporting all concerns to an appropriate person.

· Ensuring that school policies are reflected in daily practice.

· Promoting equality as an integral part of the role by treating everyone with fairness and dignity.

· Contributing to the overall ethos/work/aims of the school.

· Establishing constructive relationships when communicating with other professionals in the school and with external professionals and agencies. 

· Recognising own strengths and areas of expertise and using these to fulfil the responsibilities of the post.

· Understanding the importance of shared values and the vision of the school.

Areas of Responsibility and Key Tasks
· To ensure collection of attendance and maintain the registers every day. 

· To keep schedules for key meetings such as EHCP meetings; and to be responsible for administrative aspects of inviting attendees and securing spaces for meetings to take place, etc.
· To act as super-administrator for various software, including updating information regarding pupils and classes.  For example, the assessment software - BSquared; and to produce analytical data, such as graphs for professionals to complete data analysis
· To manage the scheduled events for qualifications, such as ASDAN and AQA,  including dates for moderation and submission of documentation
· To keep records of regular whole school events, such as parents’ coffee mornings and other meetings
· To update the Pupils’ Admissions Register under the supervision of the SENDCO
· To contribute to the process of pupil admissions including Pupil Placement Plans and related meetings
· To provide administrative support e.g. photocopying, filing, emailing, completion of routine forms, Microsoft forms. This could be directly supporting the Headteacher, Deputy Headteacher and Assistant Headteacher
· To assist with communication between the school and parents (e.g. texts, emails, letters, etc.)
· To perform reception duties as required, such as receiving callers, children, parents, visitors and telephone enquiries 
· To provide a professional service and take appropriate action on own initiative, referring more serious matters to appropriate member of staff.
· To adhere to school procedures and ensure that staff receive messages (telephone, email, fax, face-to-face) promptly and accurately
· To undertake training and professional development as relevant to the post, as agreed by the Headteacher
· To support the organisation of Parents’ Coffee Mornings; Parents’ Consultation Meetings; Prospective Parents’ Visits; and any other special school events.   
· To complete the Pupil Census under the supervision of senior leaders as required
· To undertake minute taking duties when required
These duties and responsibilities should be regarded as neither exclusive nor exhaustive as the post holder may be required to undertake other reasonably determined duties and responsibilities that are commensurate with the level of the post

All applicants will require the appropriate qualifications and training for this role as well as the Right to Work in the UK.
Fountain Head House School is committed to safeguarding and promoting the welfare of children. We undertake safeguarding checks on all workers in accordance with DfE statutory guidance ‘Keeping Children Safe in Education’.
All candidates must undertake or have undertaken a valid enhanced Disclosure and Barring Service (DBS) check.
	Pupil Administrator - PERSONAL SPECIFICATION

	Category
	Requirements
	Expectation

	Education/Training
	Requirement to participate in training/development as/when identified by line manager as essential for performance of the post
	Essential


	
	Relevant qualifications at levels 2 and 3
	Essential

	
	Minimum of English and Maths GCSE A-C (or equivalent)
	Essential

	Experience
	Excellent ICT skills and ability to effectively use Microsoft packages (outlook, excel, word, PowerPoint, sharepoint) and other technology to support administrative duties
	Essential



	
	Experience of working in a school environment
	Essential

	
	Experience of taking minutes; drafting reports and correspondence
	Essential



	
	Experience of using school information management systems (SIMS)
	Desirable

	
	Experience as a  First Aider
	Desirable

	Skills/Abilities
	Be adaptable and work well under pressure
	Essential

	
	Be able to prioritise efficiently and work to deadlines
	Essential



	
	Have excellent organisational skills
	Essential

	
	Have the ability to relate well to pupils, colleagues, external stakeholders
	Essential



	
	Have the ability to demonstrate and promote good practice in line with the ethos of the school
	Essential



	
	Have the ability to work constructively as part of a team
	Essential



	
	Have the ability to deal with issues sensitively and confidentially
	Essential



	Other Requirements
	Commitment to own professional development
	Essential

	
	Willingness to undertake training relevant to the post
	Essential



	
	Commitment to all aspects of equal opportunities in principle and in practice
	Essential
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