

JOB DESCRIPTION
United Learning is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment



Job Description for the post of Administrator

Hours of Work: 	1.0fte 8am – 4pm (Monday – Friday) 
Contract: 		United Learning Contract
Salary:  		Manchester Academy Pay Scale – Scale 4
Department: 		Office
Line Manager: 	Office Manager
Line Managing: 	None
[bookmark: _GoBack]

Main Purpose of Job
· To act as a central supporting role for staff. 
· Ensure an effective and responsive administration service is provided to all staff, partners and visitors.
· Upholding the vision and ethos of the academy at all times, providing an excellent customer service.
· Under the direction of the Office Manager to support the Main Office function including the main reception and assisting in Student Services and Reprographics as required.  
· To support effective communication throughout the academy and its community by provision of effective documentation and meticulous record keeping, filing and archiving.

Administration – Key Tasks:
1. Ensure that all calls to the academy are correctly routed to their intended recipients, or an appropriate member of staff, to ensure a quick and effective communication system.  
2. To liaise with relevant staff regarding both internal and external communication across the academy.
3. To support a business-like office environment and promote good relations with all staff, students and their families/carers.
4. To contribute towards efficient and effective office management systems and procedures, for example filing, answering phones, organising electronic and other mail and correspondence.
5. To ensure that all student information is correctly held and updated on SIMS.
6. To effectively manage physical resources, such as stationery, office accommodation and meeting rooms to maintain professional standards.
7. To ensure that all enquiries and correspondence are dealt with promptly and effectively, in a manner that promotes a positive image of the academy.
8. Carry out administrative duties in order to facilitate the smooth running of the academy.
9. To undertake training and development relevant to the post and in line with the Academy’s developing profile.
10. Ensure that internal and external perceptions of the academy are managed and protected within favourable boundaries, maintaining confidentiality wherever appropriate.
11. To establish and maintain effective systems and processes to support the smooth running of the school in partnership with the Admin Team.
12. To administer student first aid across the academy.
13. To provide a general clerical and administrative service to colleagues e.g. photocopying, filing, emailing, completion of standard forms, respond to routine correspondence, letters to parents, text messages, taxi bookings for staff and students etc. 
14. To take ownership for various projects to meet the needs of the academy in order to achieve project goals.
15. To attend and participate in meetings as required. 
16. To undertake duties related to reprographics as required.
17. To undertake training in order to cover or support colleagues as directed by the Office Manager in  Student Services, Office Administration, Reception and Reprographics
18. To take receipt of and check deliveries, arranging internal distribution of deliveries and parcels via the Site Team 



Other Responsibilities – Key Tasks:
1. To provide admin support to the Pastoral Team Manager and transition team in all issues related to both in-year admissions/ leavers in every year group and the transition of Year6 students.  
2. To archive and record paperwork from parent/carer meetings etc.
3. To undertake the requests for work that are sent to the main office by colleagues, such as letter requests, text messages and trip documents etc as directed by the Office Manager. 
4. To provide admin support for school trips/visits as requested. 
5. To support the main reception at peak times and cover when required. 


General: 
· The post holder is responsible for the health, safety and welfare of him/herself in accordance with the schools policy and the Health and Safety at Work Act 1974. 
· To work openly within the framework of best practice identified in the school safeguarding policy. 
· To report any concerns regarding pupil safety or staff working practices to the designated CP officer(s).  
· To undertake other tasks commensurate with the role as directed   
· To keep up to date with local and national CP training and training requirements.



This job description will be updated on a regular basis in consultation with the post holder

The above information is to help staff understand and appreciate the work content of their post and the role they are to play in the organisation. However, it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used, in which case all the usual associated duties are included in the job description. 
























Person Specification: Administrator

Qualifications:

	Criteria
	Essential
	Desirable
	Measured

	5 x GCSEs grade C or above including English and Mathematics
	
	
	App

	A commitment to take part in all relevant in-service training and continual professional development particularly related to this post, including First Aid
	
	
	App



Knowledge:

	Criteria
	Essential
	Desirable
	Measured

	Strong ICT skills including a working knowledge of all Microsoft Office applications and SIMs
	
	
	App / Int

	Working knowledge of Microsoft Word, Excel and Publisher
	
	
	App / Int

	An understanding of relevant legislation concerning safeguarding.
	
	
	App / Int



Skills & Experience:

	Criteria
	Essential
	Desirable
	Measured

	Previous office experience & use of reprographics equipment
	
	
	App / Int

	To have excellent computer skills
	
	
	App / Int

	Have an understanding of issues around diplomacy and confidentiality
	
	
	App / Int

	Experience of working with children and an ability to build positive, respectful relationships
	
	
	App / Int

	Excellent interpersonal skills
	
	
	App / Int

	Highly developed organisational skills and the ability to prioritise a heavy workload
	
	
	App / Int

	Ability to work on own initiative and as part of a team
	
	
	App / Int

	Resilience
	
	
	Int

	Ability to work flexibly
	
	
	App / Int

	Be able to work outside the usual working hours on occasion.
	
	
	App / Int

	Commitment to young people through teamwork
	
	
	App / Int

	Good attendance / punctuality
	
	
	App / Int

	Excellent communication skills both written and oral
	
	
	App / Int

	Excellent customer service skills
	
	
	App / Int
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