RUSSET HOUSE SCHOOL
JOB DESCRIPTION
Post Title:


Full-time School Administrator
GRADE: 
Scale 4
HOURS:
36 hours a week 

8 am until 4pm (half hour for lunch) Monday and Tuesday

8 am until 3.30pm Wednesday - Friday

52 weeks per year
SALARY:
£19,917 - £21,984 per annum inclusive
LINE MANAGER: 

School Business Manager
PURPOSE 

To provide range of administrative support for the school office and Senior Leadership Team at the Edmonton Campus, under the guidance of the main school office.
Specific responsibilities:

· To have overall responsibility for the reception area, including processes and procedures.
· To arrange Review Meetings and Education, Health and Care Plan meetings  (EHCP) including the preparation and distribution of reports, to check minutes and circulate completed minutes and annual review forms (in liaison with main school office)
· To monitor Behaviour Watch online reporting system and complete online Accident Reporting submissions,  liaising with staff and the Senior Leadership Team as necessary to ensure there are accurate records
· To use the school’s management information system for the recording of information and analysis of data.
· To assist a member of the Senior Leadership Team on a daily basis to arrange classroom cover for absences etc.

· To hold a First Aid at Work qualification (or be prepared to undertake this)

· To act as a named key holder for the site

Duties:
General

· To be the first point of contact at the school reception area and to be the initial point for enquiries, by telephone or in person, ensuring security procedures are adhered to.  To provide information, take messages or advise as appropriate.

· To open and distribute post daily, including documents being forwarded from the main school office in hard copy or electronically.
· To ensure that initial and continuing contact with parents and visitors is welcoming, courteous and professional.

· Provide personal support to the Headteacher or Senior Leader present on site in organisational matters which may be of a highly confidential and sensitive nature e.g. staff appointments, appointments with parents, governors, Local Authority and community members
· To maintain all records in line with Data Protection regulations
· To check minutes taken at review and EHCP meetings and to prepare paperwork and distribute documentation. 
· To assist the Office Manager at the main site to complete all statistical returns as required.
· To liaise with the Transport Department in relation to issues arising on a day-to-day basis.

· To undertake general administration duties such as filing, typing, emails, website support, school calendar, photocopying, laminating, scanning, shredding etc.

· To minute meetings as required, including staff meetings.
· To attend and assist with school events

· To maintain confidentiality and discretion at all times.
· To be prepared to undertake some duties, training, INSET etc., at the main school building as required.
· To input information onto the schools management information system, and download reports as necessary.

· To demonstrate to staff how to access the management information system.

· To update the website

· Once qualified, to act as a First Aider on the site and administer and record First Aid as necessary.
· To oversee the Assistant Site Manager’s duties on site, and reporting back to the Business Manager as necessary.
Personnel

· To input data directly onto the schools Management Information System and assist the Office Manager (main school) including attendance information and records for staff absence.

· To undertake all personnel administrative functions in relation to staff based at the site, include tasks associated with self-certification, medical certificates, leave of absence applications and staff changes. To submit verified paperwork to the main office.

Finance and resources

· Liaise with the main school office in relation to orders for materials, equipment and equipment repair and ensuring incoming deliveries are matched with outstanding orders and verify invoices for payment.

· To sign in deliveries, check and arrange for distribution
· Maintain a petty cash account ensuring payments of cash or cheques are made at the appropriate times and balance on a monthly basis and submitting a monthly report to the main office
Pupils and Parents
· To be responsible for placing orders for uniform via the main school office, taking payment and distributing items to parents.

· To create and publish regular newsletters for parents.
· To follow up on initial pupil absences, complete all submissions to the database and report back to the main school as necessary.
· To maintain pupil’s files for new admissions and leavers ensuring new pupils’ information from previous schools/ outside agencies is correctly filed and leavers’ information is sent out as required and to liaise with the main office as necessary.
· To receive the registers, check absence notifications and input school meals data onto database.
· To liaise with the main school office in relation to arranging medical, dental and dietary appointments.
To carry out any other reasonable duties as requested by the School Business Manager, Office Manager or Headteacher or senior teacher present on site.
This job description is not exhaustive and therefore additional duties within the scope of the post may be required.

All schools in Enfield are committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within Enfield are expected to share this commitment.
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