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	Day School Administrator

	Department
	Day School and Sixth Form

	Reports to:
	Office Manager

	Working Pattern:
	Full time – Term time only

	Start date: 
	September 2023

	Salary:
	£18,000 per annum pro rata’d

	Summary of the role:
	To provide general administrative support to colleagues including assisting the Office Manager.

	Key Responsibilities:
	

	
	PRINCIPAL RESPONSIBILITIES
· Be first point of contact for all streams of communication including phone calls, emails, letters and escalate any arising issues to relevant members of staff.
· Fulfil ad hoc administrative requests such as transporting catering, preparation of digital and printed materials and organising mailings to parents/carers. 
· Assist the office manager in maintaining stationary stock, photocopying, filing, receipt/distribution of post.
· Primary responsibility for cover assignments for teaching staff. 
· Organising the School Office and ensuring it runs smoothly as a focal point for students, staff and parents. 
· To oversee the weekly bulletin.
· Work with HR and recruitment managers to support recruitment and interviews.
· Keep a record of student medication / EpiPens. 
· Coordinate and support events - Prize Giving, New Parents Event, Parents evenings, open evenings.
· Take Minutes for the following:
· Briefing
· SLT
· Student appeals / complaints 
· DSSF Sub Committee
· Manage the Calendar – Outlook & Website 
· Coordinate vaccinations (termly)
· Support and assist the Office manager in the UKVI process. 

ATTENDANCE AND PUNCTUALITY 
· Monitor attendance data at the school and individual learner level, reporting concerns to the Deputy Headteacher.
· Ensure proper and full register are recorded for the Day School, prompting colleagues as required, ensuring School Office is informed of learner locations in the event of absences, contacting Parents and Carers as required.
· Reporting concerns of incomplete registers to the Deputy Headteacher. Deputising for Office Manager as required in contacting Parents and Carers, and Police Service where the cause for absences cannot be established.
· Maintaining record of monthly attendance registers for the purposes of compliance with statutory requirements. 
· Produce daily register reports for purposes of building evacuations. 



	




Person Specification

	
	Essential or Desirable
	Method of assessment

	Experience
	
	

	 Experience in administrative roles, this does not have to be in an educational environment
	Desirable
	Discussion at interview 

Application

	Skills and abilities

	· Use of excel and work processing skills
· Organization skills
· Multi tasking
· Be able to problem solve
· 
	Desirable 

	Discussion at interview

Application 


	Personal competencies and qualities

	· To be able to communicate with students, parents, teachers and additional key stakeholders
· Positive attitude
Keen to develop
	Desirable
	Discussion at interview

Application 

	Background to ArtsEd

ArtsEd originated from two schools, one founded in 1919 by Grace Cone and one founded in 1922 by Olive Ripman. These two educational pioneers believed passionately in the value of combining a general academic education with specialised training in dance, drama, music and art. They were committed to preparing young people for professional careers in or related to the theatre.  In 1939, Grace and Olive joined forces to create the Cone Ripman School, subsequently named the Arts Educational Schools. Dame Alicia Markova and Sir Anton Dolin drew almost exclusively on ArtsEd students to help them create their revolutionary company London Festival Ballet, which eventually became the English National Ballet. Ballerina Dame Beryl Grey became Director of the Schools in the 1960s. ArtsEd continued to innovate, introducing both professional acting and musical theatre courses and in I986 moved to its present home in Chiswick.  In 2007, Lord Andrew Lloyd Webber became President, heralding an auspicious new era for ArtsEd.  The Day School and Sixth Form remains the leading school of its kind in the UK with all students possessing outstanding creativity and dedication. Academic results and vocational success are significant and our Value Added return is in the top 1% nationally. The School of Musical Theatre and School of Acting offer full-time BA and MA courses. Our Musical Theatre course is recognised as the best in the UK, while the Acting course is praised for its innovative 50:50 split between stage and screen acting.  Our outstanding record of graduate success sees nearly every one of our Musical Theatre graduates and over three-quarters of our Acting graduates make their professional debuts within six months of graduating.
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