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Senior Administrator
Reporting to the School Business Manager, our Senior Administrator forms part of our Administration Team and their role impacts all areas of our organisation. Therefore, working collaboratively, professionally and effectively in every Department in our school carries a high level of responsibility. 
	Aurora Chaldon School	

	Located in Merstham, Aurora Chaldon School is a brand-new specialist education provision offering a model of small classes, high levels of classroom support and a supernumerary multi-disciplinary intervention team enables us to give students “every opportunity to achieve.”
By supporting students to develop the social communication, sensory processing and emotional regulation skills they need to overcome any barriers to curriculum and community access, we aim to prepare our students to be independent young people who can develop safe, meaningful relationship in the community and feel empowered to follow their individual aspirations towards further education training or employment.
Our school supports 100 young people, with 80 attending the main site and 20 young people supported at our satellite site in Caterham, based at Caterham Education Centre. Aurora Chaldon School is part of a close network of Aurora Schools in Surrey. Staff and students benefit from strong school-to-school links which include sharing best practice, resources and running joint events . 



	Key Accountabilities

	· Prioritising safeguarding in all work. 
· Administration – Provide an efficient and effective administrative service to the school team. 
· Student Administration – Manage and deliver a thorough and accurate administration support service to the Pastoral Team/Assistant Head & Head teacher. 
· Human Resources Administration – Assist the School Business Manager and Central HR teams with recruitment, probationary reviews, performance reviews, appraisals and arranging team CPD bookings.  
· Business and General Admin Duties – Manage the school’s business administration function and deliver timely reports and meet compliance deadlines. 
· Assist and support the School Business Manager in managing and responding to issues relating to the support functions within the school, including First Aid, off-site activities and Catering.



	Key Duties

	Administration
· Provide an efficient administrative support function to the school team. 
· Be responsible for maintaining accurate and up-to-date records on Engage, the school’s Management Information System. 
· Support in ensuring all Census returns are completed, as required by the DfE. 
· Provide an effective secretarial and administrative support service to the Senior Leadership Team 
· Ensure a welcoming reception to all visitors and telephone enquiries to the school, checking and logging visitor/contractor identity according to procedure. 
· Managing post. 
· Diary Management. 
· Circulation of announcements as required. 
· Maintaining the condition of the reception area and arranging for necessary repairs via the maintenance team. 
· Design and produce school documents in accordance with the standards required by the School Business Manager and Headteacher. 
· Assisting and liaising with the Referrals team and in-house Admissions team, receiving and passing on phone enquiries, and organising assessment dates. 
· Manage and deliver the administration of all pupil administration.  
· Maintaining and updating the Disability Duty Register and Specific Risk Assessment Register. 
· Be responsible for coordinating the attendance of our young people with the Senior Leadership Team. 
· Ensure the Admission Register is kept up to date and in line with policy.  
· Send pupil reports out securely to parents and stakeholders  
· Liaise with funding Authorities, social workers and parents to ensure meetings and statutory paperwork is completed within statutory timescales.  
· Record accurate minutes of SEND review meetings and ensure minutes are reported to stakeholders in statutory timescales.  
· Manage incoming and outgoing e-mails, ensuring that responses to these are completed. 
· Keep records in line with safeguarding children procedures, maintaining confidentiality, and report any safeguarding concerns immediately. 
· Maintain accurate attendance records and support in understanding unexplained absences, according to school policy. 
· Liaise with parents/carers and the Senior Leadership Team regarding attendance of pupils, and sending out necessary letters as required. 
· Report any health and safety concerns in a timely manner, according to school policy. 

	Human Resources Administration:
· Liaising with the Central Recruitment Team and School Business Manager to ensure the prompt action of all recruitment and staff onboarding activities, assisting with ad hoc tasks as required to support the recruitment process. 
· Support in maintaining the school’s Single Central Record 
· Ensure DBS checks and Barred List Checks are undertaken for all volunteers and staff 
· Support with the induction of volunteers within the school and maintain records of these. 
· Support in completing all onboarding checks and SLA’s for all therapy staff working with our young people.  
· Overseeing and supporting the administration of new staff including creating new Personnel files and inputting data onto the internal HR database, including qualifications, and training completed as required.  
· Ensure that Leaders and Managers are maintaining and updating annual leave requests for all staff.  
· Assist in the administration of Employee Health Disclosures, ensuring detailed and accurate records are kept of any referrals and/or disclosures, escalating any required actions to the School Business Manager. Records must be kept confidential and secure. 
· Assist with the monitoring of staff training and ensure all staff have qualifications and training appropriate to their role (including Literacy and Numeracy and qualification to Level 2), and that termly staff training schedules involving both internal and external training providers are completed.

	Business and General Administration Duties:
· Manage the off-site trip processes and ensure all staff know and follow the required procedures. 
· Manage First Aid for the site, checking on first aid supplies stock levels and staff and pupil health needs. 
· Ensure the kitchen staff, along with the entire team, are aware of all individuals (staff and our young people’s), dietary needs and maintain up to date records.  
· Support the School Business Manager with responsibility for ensuring all company vehicles have appropriate and current Road Fund Tax, Insurance and MOT certificates. 
· Responsibility for security of all safe/furniture, other duplicate office keys (other than those held by the Maintenance Technician) and combination codes plus tracking and recording changes. 
· Inputting and retrieving data using the school’s databases and systems. 
· Producing regular business and management reports using systems and hard copy information and engagement activities such as absence and attendance, turnover, starters and leavers. 
· Assist the School Business Manager in the continuous review of all process and procedures to ensure the most effective, efficient and compliant services are provided. 
· To take accurate minutes at meetings as required. 
· To prepare relevant information and reports for Ofsted Inspections and internal audits, delivering the information in the absence of School Business Manager.  
· Assisting with any other general administrative duties that may be required by the School Business Manager or any other member of the Senior Leadership Team.   
· Attending and participating in all appropriate meetings where directed, invited, delegated or otherwise scheduled, as being relevant to the post. 
· To undertake any other duties and/or responsibilities as directed by the School Business Manager or Headteacher on request.



	Knowledge, Skills and Experience	

	· Good level of literacy (articulated and grammatically), and numeracy with at least 5 GCSEs above C (or equivalent) to include English and Mathematics
· Demonstrable experience of working in administrative role ideally to include HR and Pupil administration and/or within an educational or care environment. 
· Computer literacy essential, particularly in Microsoft Office. 
· Accurate typing and Minute taking. 
· Organised and have good time management. 
· Ability to manage workload effectively and multi-task. 
· High level of interpersonal ability with excellent written and verbal communication.
· Discreet, confidential and reliable. 

	Health and Safety
· You are required to promote The Aurora Group’s Health and Safety at Work Policy, ensuring it is implemented effectively, including safe use of all the equipment.
· To be familiar with the School’s Fire Safety procedures and participate in fire drills.

	Safeguarding and Child Protection
The Aurora Group is an equal opportunities employer. We are committed, and take seriously our responsibility for safeguarding and promoting the welfare of children and young people. Therefore, everyone employed by the Aurora Group is expected to share this commitment and act accordingly, by applying the organisation’s policies and procedures and attending regular safeguarding training.
Successful applicants are subject to an enhanced DBS check and must provide proof of qualifications in accordance with the requirements of the Children Act 1989, as amended. Proof of identity and eligibility to work in the UK is also required. The completion of a medical questionnaire forms an essential part of the pre-employment process for all teaching and non-teaching posts in the School.

	Training
During the term of your employment, you must complete the following mandatory training which is provided by the school: 
· Vincent House School Induction training; 
· Safeguarding and Child Protection; 
· Health and Safety at Work;  
· Basic GDPR; and 
· Fire Awareness/Warden training.  
An understanding of the needs of the students we support is integral to supporting them and their families. Therefore, you will also complete: 
· Update training on neurodiversity 
· Team Teach Level 2  
· Specific to role contextual safeguarding 
You may be entitled to take part in various training courses, which the School may provide from time to time. Specific details of the courses which might be available can be obtained on request from the School Business Manager. 



	
Requirements of Role	

	· This role is for a full year. During school holiday periods some lone working may be required.
· Effective interaction with staff, visitors, our young people and their families.



	Additional Information	

	As part of the Aurora Group everyone is:
· Expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· Required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures
· Required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time
· Required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive, being reviewed and amended periodically, to ensure it remains appropriate.

Page 1 | 1

image1.png
Aurora
Chaldon School




