[image: image1.jpg]



JOB DESCRIPTION
This job description is current at the date shown, but in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and job title

The post holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he comes into contact will be to adhere to and ensure compliance with the Academy’s Child Protection Policy Statement at all times.  If, in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the academy s/he must report any concerns to his/her Line Manager or the Academy’s Child Protection Officer.
POST TITLE:
Office Manager/PA to Leadership

TERMS:
Permanent, Full Time (Term Time plus additional days could be negotiated)
REMUNERATION:
£30,000-£31000 pa (Full Time salary)
RESPONSIBLE TO:
Director of Strategy and Operations 
RESPONISIBLE FOR:
Receptionists, Student Receptionist and Admin Assistant
WORKING HOURS: 
08:00 to 16:00 (37.5)
Purpose of the post:

This post holder will be expected to manage the day to day tasks of the front of house team and the Admin Assistant, promoting and ensuring high quality customer service to all stakeholders.  They will organize and coordinate office operations and procedures in order to ensure organisational effectiveness and efficiency.    A significant part of this role will be to provide high level PA support to the Executive Management Group (EMG).
Key Duties and Responsibilities:

Central Office

· To ensure a high standard of administrative and management support for the academy, in order to assist in the smooth running of all academy activities.
· To organise and supervise administrative systems and processes within the academy.
· To provide effective line management of selected staff.
· To ensure effective liaison between administration, teaching staff and leadership.

· To oversee the management of uniform for students with support from the team, particularly the Events Coordinator and Communications Manager.

· To input data and information where needed and provide staff with comprehensive, accurate, timely and relevant information.
· To have high standards of communication and professionalism with all stakeholders

· Manage team to assist with all events outside school hours

· Customer service - to ensure all reception areas are staffed and managed

· To ensure the student data base is updated including admissions, the free school meal and pupil premium records. 
· To administer cover in the absence of the Cover Coordinator
PA Support for EMG
· Ensure the electronic diary is managed effectively and kept updated

· Assist in collation and distribution of governor reports and papers

· Attend relevant meetings as minute taker and ensure minutes are distributed to relevant parties in a timely manner.

· Provide high level administrative support to the Director of Strategy and Operations such as collation of papers, creating and editing documents or reports, photocopying or communicating on behalf of the DSO.
General Responsibilities

· To establish and maintain good working relationships with all agencies and bodies, Academy partners and other external providers to ensure that all reports, correspondence and returns are completed and presented at the correct time.
· Dealing with enquiries and correspondence, and drafting responses and routine letters on behalf of the Academy.
· Any other ad hoc task in support of the Central Administration Office function and in response to the needs of the academy or request made by the Principal. 
· To comply with and assist in the development of policies and procedures in relation to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To demonstrate a commitment to Equality of Opportunity for all members of the School’s community.

PERSON SPECIFICATION

SUMMARY ESSENTIAL SKILLS AND PERSONAL QUALITIES

· Have excellent interpersonal and communication skills 

· Have a good command of the English language and grammar 

· Be diplomatic and a strong negotiator 

· Be able to work under their own initiative 

· Be organised and able to prioritise work 

· Be able to work under pressure and meet deadlines
· Have outstanding organisation skills 

· Be able to work with personnel from all levels 

· Be discreet and tactful 

· Be able to deal with difficult situations and be emotionally intelligent 

· Have strong IT skills 

	FEATURE
	ESSENTIAL/DESIRABLE

	QUALIFICATIONS
GCSE’s or equivalent including English and Maths
	Essential

	Educated to a degree level or equivalent 
	Desirable

	SKILLS AND EXPERIENCE
	

	Minimum 2 years’ experience within an education setting
	Desirable

	
	

	Experience of running effective administrative and clerical systems (minimum 2 years of experience). 
Experience of data systems e.g. Progresso, Sims etc.  
Experience of line managing staff effectively

A solution focussed approach to problems and issues


	Essential

Desirable

Essential

Essential

	PROFESSIONAL DEVELOPMENT
	
	

	Evidence of relevant professional development
	Desirable

	A commitment to developing professional skills of oneself and others, and holding them to account
	Essential

	
	

	RELATIONSHIPS

	Commitment to promoting and safeguarding the welfare of all staff and students
	Essential

	Ability to form sound relationships with colleagues and the wider school community
	Essential

	Possession of Integrity
	Essential

	Evidence of outside interests
	Desirable

	
	
	


