[image: image1.jpg]


[image: image2.jpg]





Starting salary: Point 7-10 (£15,485 - £16,161)
21 hours per week.  Term time only, plus five additional days

(3 extra support staff days to be taken as leave during term time,   negotiated in advance with line managers)

Job Description

Purpose of the post:
To provide administrative and organisational support in the Careers and Cover departments
To work in accordance with the School's aims, departmental and school policies which are designed to provide an appropriate education for all students and to encourage individuals to high personal achievement.
To be responsible for promoting and safeguarding the welfare of children and young people within the school.
Responsible to:
School Business Manager
Summary of duties: 
To provide fast, efficient and high-quality administrative support within the Careers and Cover departments using MS Office (Word, Exce and Outlook), liaising with members of the SLT and working with other departments as required, 
Careers
1. To work closely with the Career Lead, Connextions and EDT on work experience for GHS students
2. To meet with students and load self-found work experience placements on the system 

3. To load all school careers activities on Unifrog (all training will be given)

Cover
1. To assist the Cover Manager with their daily duties
2. Record staff absences that require cover

General
You may also be required to provide routine clerical support in the absence of colleagues which may include:-

o
Typing

o
Filing

o
Recording data

o
Assisting with staff queries

o
Liaising with members of the SLT 

o
Sending group text messages/emails

o
Greeting and making tea/coffee for visitors

o
To frank, sort and distribute mail

o
Covering reception

o
Attend school events as required

General:

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  This job description is not necessarily a comprehensive definition of the post.  It may, from time to time, be subject to modification or amendment in consultation with the holder of the post and other relevant parties.
 


Person Specification
	Qualifications and Experience
	

	Good GCSEs or equivalent as a minimum
	Essential

	Previous school experience
	Desirable

	Proficient in MS Office, including Word and Excel
	Essential

	Knowledge of PowerPoint and Publisher
	Desirable

	Training and experience of office administration, word processing, computer information systems.
	Essential

	Knowledge and understanding of the importance of the main office and reception to an organisation such as this.
	Essential

	Appreciation of the importance of confidentiality and sensitivity in dealing with pupils, parents and staff
	Essential

	Experience of working in a busy and changing environment.
	Essential

	Cover or Careers experience in a secondary school
	Desirable

	Professional Skills
	

	Skills in effective oral and written communication, including excellent telephone skills
	Essential

	Word processing/typing skills 
	Desirable

	Skills in organisation and administration.
	Essential

	Excellent time management skills and an ability to prioritise work effectively.
	Essential

	Skills in working with computer databases; willingness to undertake further specific training (especially in the school management computer system - SIMS) if required
	Essential

	The ability to work calmly and consistently under pressure
	Essential

	Skills in dealing effectively with adolescents and adults.
	Desirable

	The ability to carry out a range of duties in a confidential manner.
	Essential

	The ability to work as part of the administrative team.
	Essential

	
	

	General Commitment
	

	Willingness to conform to the School's aims and policies
	Essential

	Demonstrate to the satisfaction of the panel a personal commitment to produce work of the highest quality in a manner to assist the teaching staff to obtain the highest standards of individual pupil achievement regardless of gender, race or class.
Commitment to the school’s Mission Statement and Code of Conduct.
	Essential

	Commitment to the welfare of each and every student and the school’s safeguarding and child protection policies and procedures.
	Essential
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