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JOB DESCRIPTION / PROFILE  
 
	POST TITLE: 
 
	SENIOR ADMINISTRATION OFFICER 
 

	GRADE: 
 
	BAND 7 (SCP 8-11) 
 

	REPORTING RELATIONSHIP 
 
	Office Manager 

	JOB PURPOSE: 
 
	Provide administrative support and assist in working towards the objectives of the School. This may involve providing support to a project or task, which may include the creation of basic management information systems, and financial monitoring of transactions.
At this level, jobholders will be expected to, with an understanding of the wider functions of the school office, organise their own workload and address independently, a broad range of queries using school policy, procedure and protocol


	 
	 


MAIN DUTIES/RESPONSIBILITIES 
 
1. Assist in the day-to-day organisation and provision of administrative services
2. Maintaining records, organising meetings, room and travel bookings, maintaining office systems and diaries.
3. Use initiative to organise the time and diaries of more senior staff following general instructions and guidance.
4. Undertake research and gather information to assist in the informed decision making of senior colleagues. Provide analysis and evaluation of data/information in the most appropriate format and produce reports/information using appropriate software.
5. Ensure that school office equipment, stationery and other office consumables (including basic maintenance) are ordered in accordance with the Schools purchasing procedures.
6. Responding to and answering more complicated non-routine queries from parents/carers/the public and school staff through being able to offer tailored guidance drawing on an understanding of  School procedures and protocols, internal policies and external regulations/legislation relating to the queries received.
7. Undertake accurate data-inputting, word processing and other IT based tasks as well as the management of computerised and manual record/information systems.
8. Assist senior colleagues in planning, development, design, organisation and monitoring of school administration systems, procedures specific to the administration function
9. Undertake reception duties as necessary.
10. Password protects and/or takes special measures to safeguard the confidentiality of the School’s information. Being responsible for locking away confidential data. Ensure the School’s held information is provided only to approved and/or appropriate persons 
11. Operate, and on occasion, demonstrate to junior colleagues, specific ICT software packages e.g. word processing packages, databases, spreadsheets, specialist and bespoke software 
12. Completion and submission of monitoring forms, returns etc including those to external bodies. 
13. Maintain a working knowledge of pertinent legislation relating to the administration function
14. Mentor and/or allocate work to more junior colleagues who are School Office team members. 
15. Within an agreed system of Supervision, manage small projects. 
16. Provide financial information in an appropriate manner to allow senior colleagues to undertake financial planning and decision making. 
17. When required provide support to senior colleagues to assist with developing school procedure and practice to improve service delivery, which ensure compliance with legislation and/or national standards 
18. Assist with promotion and marketing activities.
19. Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits 
20. When required, deputise for more senior colleagues through allocation of tasks to the administration team and checking to ensure tasks are completed to the required standards using specific ICT software packages e.g. word processing packages, databases, spreadsheets, specialist and bespoke software
 
Fluency Duty 
Part 7 of the Immigration Act 2016 creates a duty to ensure that all public authority staff working in customer-facing roles speak fluent English to an appropriate standard. 
· “The ability to converse at ease with pupils/public/public bodies and provide advice in accurate spoken English is essential for the post." 
· “An ability to fulfil all spoken aspects of the role with confidence through the medium of English.” 
· “Be able to conduct a conversation and answer questions, for an extended period of time where necessary.” 
 
 
PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL ACADEMY POLICIES, INCLUDING THE NO SMOKING POLICY. 
 
THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS, INCLUDING A SATISFACTORY ENHANCED DISCLOSURE BEFORE AN OFFER OF APPOINTMENT IS CONFIRMED.  FOLLOWING APPOINTMENT THE EMPLOYEE WILL BE SUBJECT TO RE-CHECKING AS REQUIRED FROM TIME TO TIME BY THE AUTHORITY. 
 
The Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 
 

