
JOB DESCRIPTION

Post Designation:

School Administrator 

Salary:



YT5 – YT7 (£24,826 - £25,916 FTE)
Responsible to:
Executive Headteacher, Head of Centre & Business Manager
Location:


Lawnswood Campus
Car Allowance:

Casual Users

Condition of Appointment:
Support Staff

Politically Restricted:
No

KEY ACCOU NTABILITIES

Under the guidance of the Head of Centre: be responsible for the undertaking administrative, financial, organisational processes within the Centre.

TASKS

ORGANISATION

· Deal with complex reception/visitor etc. matters

· Contribute to the planning of the office and its support of the whole Centre.
· Organise trips/events etc.
· Supervise, train and develop staff as appropriate.
· Liaise between senior managers/teaching staff and support staff.
ADMINISTRATION

· Take lead role in the development and maintenance of record/information systems

· Provide detailed analysis and evaluation of data/and produce detailed reports/information as required.

· Undertake typing and word processing and complex IT based tasks.

· Provide and respond to complex correspondence and be responsible for liaison with interested parties.

· Provide personal, administrative and organisational support to other staff.

· Provide administrative and organisational support to the Management Group.

· Manage complex administrative procedures.

· Be responsible for the design and effective operation of administrative procedures.

· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfES

RESOURCES

· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required.

· Provide advice and guidance to staff, pupils and others on complex issues.

· Undertake research and obtain information to inform decisions.

· Assist with procurement and sponsorship.

· Assist with marketing and promotion of the school.

· Undertake complex financial administration procedures.

· Assist with the planning, monitoring and evaluation of budget.

· Manage expenditure within an agreed budget.

RESPONSIBILITES

· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the Centre.

· Establish constructive relationships and communicate with other agencies/professionals.

· Attend and participate in regular meetings.

· Participate in training and other learning activities and performance development as required.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Undertake responsibility for record management within the Centre including retention, destruction and transfer of information.

EXPERIENCE

· Experience of development, management and operation of administrative systems.

QUALIFICATIONS/TRAINING

· Experience in relevant discipline.

· Good literacy/numeracy skills.

· Willingness to undertake further relevant professional qualifications.

KNOWLEDGE/SKILLS

· Effective use of ICT and other specialist equipment/resources.

· Full working knowledge of relevant policies/codes of practice and awareness of relevant legislation.

· Very good ICT skills.

· Ability to relate well to children and adults.

· Work constructively as part of a team, understanding Centre roles and responsibilities and your own position within these.

· Ability to self-evaluate learning needs and actively seek learning opportunities.

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

The postholder must also undertake other duties within his/her competence or otherwise appropriate to the grading of the post as required.

The postholder must comply with both the Council’s Equal Opportunities Policy and Health & Safety Policy.

 SHAPE  \* MERGEFORMAT 



PERSON SPECIFICATION

SCHOOL ADMINISTRATOR
Please note: The person Specification is a picture of the education, knowledge, skills and experience to carry out the job. The successful candidate must satisfy all of the essential criteria. Short listing will be on the basis of the criteria indicated by the 

     ‘Application Form’ in the Evidence column.

	Requirements
	Essential
	Desirable
	Evidence

	Qualifications/Education
	
	
	

	GCSE Maths & English grade A*-C or level 2 or above of the National Qualification Framework (NQF)
	
[image: image2]
	
	Application Form/Certificates

	Knowledge of SIMS/FMS or similar systems
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	Application Form/Certificates

	Admin/Business qualifications of level 3 or above
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	ICT qualifications in Word & Excel
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	Application Form/Certificates

	Professional Development/Experience
	
	
	

	Minimum of 3 years working co-operatively within a busy administration office/environment/team
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	Application Form/Interview

	Evidence of having taken advantage of training opportunities in last position
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	Experience of working on own initiative
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	Knowledge/Skills
	
	
	

	Knowledge of financial management systems
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	Ability to learn new skills through training 
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	Interview

	Ability to communicate well with others
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	Interview



	Personal Qualities
	
	
	

	Empathy with children/parents who are experiencing difficulties
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	Ability to prioritise and work on own initiative
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	Flexible approach to people and situations
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	Good organisational skills
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	Interview

	A keenness for further professional development
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	Interview

	Interests/Motivation relevant to the post
	
	
	

	Willingness to work in close partnership with staff, parents and other professionals
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	Interview

	Commitment
	
	
	

	Commitment to the Centre, pupils and parents
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	Commitment to the Centres equal opportunities and a willingness to promote spiritual, social, moral and cultural development.
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	Interview

	Other
	
	
	

	Current driving licence and use of a vehicle on a planned and regular basis
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