[image: E:\OneDrive\Old Dropbox - To Be Sorted\JLALogo.png][image: E:\OneDrive\Old Dropbox - To Be Sorted\JLALogo.png]
Joseph Leckie Academy 
Job Description – MIS Administration -including Inclusion Support
for Arbor/Class Charts and Inclusion 
	Job Title: Administrator for MIS and Inclusion 
Work Location: Academy Based
Reports to:  MIS Manager 
Hours of Work: 37 hours per week. Term time only (Plus 3 weeks including INSET days):  8am to 4.00pm Monday to Thursday, 8am to 3.30pm Friday
Salary: Grade: 4 (SP 6-11) 
Accountable to: Leadership Team 
Line Manager: Vice Principal (Behaviour)
Responsible to: The Associate Principal, CEO and Senior Leadership Team as identified on the Senior Leadership Team Roles and Responsibilities 
Liaising with: MIS Manager, Assistant Principal (Behaviour),  and other Vice Principal/Assistant Principals; Heads of Year, Principal’s PA, Principal, Safeguarding lead and MIS Administrator(s)



Job Purpose
Leadership & Strategy
Responsible to: The Associate Principal and CEO
1. Under the direction/instruction of MIS Manager and senior staff: provide routine general clerical, data base and behavioural administrative support to the school, including documentation for Internal Alternative to Exclusions (A2E), Suspensions and Permanent Exclusions.
2. Promoting the highest standards of business ethos and ensuring the most effective use of resources in support of the Academy’s learning objectives.
3. Supporting the Associate Principal and CEO and relevant members of Academy’s Senior Leadership Team.
4. Assisting the MIS Manager, Behaviour/Attendance/Safeguarding Leads, Pastoral Team and Data & Examinations Team; Associate Principal’s and CEO’s PA, Senior Leadership Team and Governing body in applying policies, systems and procedures to achieve the Academy’s aims and objectives.
Duties and Responsibilities:
· The main duties are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Academy Principal in consultation with the post holder. 
· Please note that the post holder may be required to work outside of the normal Academy working hours for example for extended activities, Academy events, examination days, Results days, parent’s evenings, meetings and emergencies as arranged/agreed in advance.

MIS Lead Administrator for Inclusion/Behaviour:

Support with detentions:
· Update and amend all daily detention lists checking if students have more than one detention logged and schedule any unscheduled detentions in Class Charts.
· Monitor detentions including SLT detentions and provide necessary reports to VP/HOY/AP in line with PBM policy.
· Check and send restorative discussion email reminders daily to colleagues who have a student in detention and monitor and report to HOY/HOF/SLT.
Support with behaviour reports (working alongside MIS Manager):
· Provide reports for Pastoral Teams and Faculty staff to use and report at regular scheduled intervals to include comparison reports for defined time frames as requested by VP and AP Behaviour or other members of the Extended Senor Leadership Team or Heads of Subject. 
· Keep accurate records and produce reports as requested by SLT on relevant parameters and support in the preparation for reports for Trustees and/or the workforce census.
· Liaise with the Attendance Team/AP Attendance and Alternative Provision and AP Behaviour to oversee the attendance for Alternative Provision, 6th Day Provision or Managed Move students and report to APs to keep the data base for Alternative Provision updated and maintain accurate records for the Census, working alongside the MIS Manager.

Inclusion Administration for Fixed Term and Permanent Exclusions:
Inclusion administration for Internal Alternative to Exclusions (A2E), External Suspensions and Permanent Exclusions
Support and liaise with VP Behaviour:
· Ensure all required documentation is completed within the specified timescales and meets all legal requirements. 
· Ensure the process of internal and external Suspensions and Permanent Exclusions (in conjunction with the MIS Manager and advice from the Associate Principal’s and/or CEO’s PA as needed), is in line with statutory and internal policy and procedure, and complete check lists to ensure all procedures are followed.

MIS administrative support (Arbor/Class Charts)
· Provide admin support on Arbor/Class Charts or other MIS’s for other staff as required and support with the production of reports as needed by members of the Senior Leadership Team or Middle leaders. 

General administration tasks but not limited to;
· [bookmark: _Hlk137371972]Undertake administration duties as required to support the MIS Manager and Vice Principal (Behaviour and Attitudes) and Assistant Principal (Behaviour) as required. 
· Support the MIS Manager as required in other administration relating to staff/students e.g. supporting in Y8 options, timetables, setting student, examination support as needed, including supporting with examination results and administration on results days.
· Conduct parental calls for Heads of Faculty/Subject leads or teaching staff as agreed within role(s).
· Support with Reception Duty as required for cover purposes in agreement with Line Manager.
· [bookmark: _GoBack]Provide support as needed for other staff as needed such as in the Examinations Office in administration of the internal and external examinations or the Heads of Year /Heads of Faculty/Department as needed as agreed with line manager. 
· Support the MIS and Examinations Manager in the administration of exams and with examination results days. 

Working within the Academy (All Support staff): 
· Support and maintain collaborative, productive working relationships with Academy staff and professionals from outside agencies. 
· Contribute to and support the work of faculties where competencies/experience in MIS systems and HR resources or other administrative support are required. 
· Take responsibility for your own continuing professional development. 
· Undertake any other duties commensurate with the post as allocated by your line manager or another member of the Senior Leadership Team. 
· Assist with the supervision of students out of lesson times during working hours, including supporting with lunchtime duties on the lunchtime duty rota. 

General:
· Always remain punctual and be responsible for your own time management. 
· Uphold the Academy’s policy in respect of Child Protection, Safeguarding Matters and Social, Emotional and Mental Health awareness. 
· All members of staff are required to support and encourage the Academy’s ethos, values, objectives, policies and procedures and comply with GDPR regulations at all times. 
· Attend and participate in relevant meetings and CPD as required, within normal contractual hours and sometimes beyond these hours in liaison with your Line Manager. 
· Accompany teaching staff and students on educational visits and out of school activities as required and take responsibility for a group under the supervision of a teacher. 
· All members of staff are required to participate in the Academy’s Appraisal Scheme. 

Health and Safety (Including First Aid)
· Ensure the Health & Safety Policy, Fire procedures and First Aid Policy are implemented at all times by themselves and others.
· Adhere to the Health and Safety policy and follow Academy absence reporting procedures.
· Undertake Health and Safety Training/qualifications and First Aid at Work Qualification as required and keep these up to date. Deal with First Aid incidents according to the First Aid Policy.
· Carry out the required checks to enable the identification of hazards and risks and report using Academy systems and make safe before use.
· Ensure that Accident report forms and/or First Aid book are completed accurately and in detail when an accident occurs. Support any further investigation as required. Pass on all documentation immediately to the Buildings and Health and Safety Manager / Administrator.


Safeguarding 
Joseph Leckie Academy is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Joseph Leckie Academy. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Child Protection Officer. 
This job description reflects the policies agreed by the Trustees. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process. 
Signed…………………………………………………………….. date………………………. 
Signed…………………………………………………………….. date………………………… Principal



	Personal Specification
MIS Administrative – Behaviour and Inclusion Team
[image: ]

	Criteria
	Essential (E)
Desirable (D)
	Source
(see below)

	Qualifications and experience

	GCSE or equivalent in Maths and English Grade C or Level 4/5 or equivalent
	E
	A

	A Levels or Level 3 or other equivalent qualifications including those in working with students/staff and/or administrative skills
	D
	A

	Experience of working in a Secondary School in an administrative role
	D
	A, I, R

	Experience and/or qualifications in administrative roles
	E
	A, I

	Professional experience and practice

	Evidence of continued personal and professional development
	E
	A, I, R

	Confidence in dealing with students across different age ranges at KS 3, 4 and/or 5 and liaising and working with parents
	D
	A, I, R

	Experience of working with data systems and managing data and reports
	E
	A, I, R

	Demonstrate an understanding and proactive approach to safeguarding, equal opportunities, health and safety and other policies and practices
	E
	A, I, R

	First Aid knowledge/experience and/or qualification and willingness to undertake regular training and First Aid qualification.
	E
	A, I, R

	Experience of or knowledge of working in a multi-cultural and diverse school 
	D
	A, I, R

	Experience of handling difficult and sensitive situations when dealing with staff/parents and students
	E
	A, I, R

	Knowledge of behaviour and legislation around Fixed and Permanent exclusions 
	D
	A, I, R

	Knowledge of relevant polices/codes of practice and awareness of relevant legislation in Administrative roles
	D
	A, I, R

	Experience of delivering training to other staff or coaching staff in a relevant area
	D
	A, I, R

	Knowledge and Skills

	Demonstrates a passion for learning and working with children and families
	E
	A, I, R

	Articulate commitment, passion and vision for working in Education
	E
	A, I, R

	Demonstrates outstanding ability to work well in collaboration with others, staff, students,  parents and other stakeholders
	E
	A, I, R

	Outstanding inter-personal and communication skills with students, colleagues,  parents and stakeholders
	E
	A, I, R

	High level organisational and management skills
	E
	A, I, R

	Motivates and inspires students, staff and parents
	E
	A, I, R

	Knowledge and experience of preparing and producing reports for senior staff in field
	D
	A, I, R

	Knowledge of and ability to support in recording and reporting using SIMS and/or other data base and other ICT packages
	E
	A, I, R

	Knowledge and use of SIMS/Class Charts and/or other data management systems to monitor students well-being, progress, achievements, attendance etc.
	D
	A, I, R

	Evidence of dealing/supporting with administrative issues and support for other colleagues within or beyond the team
	E
	A, I, R

	Outstanding ICT skills and use of ICT packages including typing skills
	E
	A, I,

	Knowledge and use of various administrative equipment, e.g. photocopier, printers, scanners
	D
	A, I 

	Ability to effectively maintain accurate and detailed records and systems and produce timely reports
	E
	A, I, R

	Have substantial experience of working within an administration team
	E
	A, I, R

	Personal Attributes and qualities

	Personal impact, presence and ability to inspire and maintain high expectations of students and staff alike
	E
	A, I, R

	Adaptability to changing circumstances
	E
	A, I, R

	Enthusiasm, resilience, reliability and integrity
	E
	A,I, R

	Designing and producing reports with attention to detail
	E
	I, R

	Tact and a good sense of humour
	E
	I

	Ability to prioritise tasks, work under pressure and meet deadlines
	E
	I, R

	Ability to work independently, manage own workload as well as part of a team
	E
	A, I, R

	Ability to take the initiative and come up with innovative ideas as needed
	E
	I, R

	High commitment to challenge students/other adults to achieve their potential
	E
	I, R

	Aspirational and ability to lead and engage others
	E
	I, R

	Approachable and caring
	E
	I, R

	An ambition for further professional and career development
	E
	A, I, R

	Dealing sensitively with staff, students and stakeholders
	E
	I, R

	Have a flexible approach and be willing to work additional hours if required
	E
	I, R


A = Application Form     R= Reference     I = Interview    					 June 2024




	Personal Specification
Administrative – SIMS Behaviour and Inclusion Lead Administrator
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	Criteria
	Essential (E)
Desirable (D)
	Source
(see below)

	Qualifications and experience

	GCSE or equivalent in Maths and English Grade C or Level 4/5 or equivalent
	E
	A

	Good Honours degree relevant subject, or other relevant subject degree
	D
	A

	HLTA or Level 3 TA or other equivalent qualifications in working with students/staff
	D
	A

	Experience of working in a Secondary School 
	D
	A, I, R

	Experience and/or qualifications in administrative roles
	D
	A, I

	Professional experience and practice

	Evidence of continued personal and professional development
	E
	A, I, R

	Confidence in dealing with students across different age ranges at KS 3, 4 and/or 5
	D
	A, I, R

	Demonstrate an understanding and proactive approach to safeguarding, equal opportunities, health and safety and other policies and practices
	E
	A, I, R

	First Aid knowledge/experience and/or qualification and willingness to undertake regular training and First Aid qualification.
	E
	A, I, R

	Experience of or knowledge of working in a multi-cultural and diverse school 
	D
	A, I, R

	Knowledge of relevant polices/codes of practice and awareness of relevant legislation in Administrative roles
	D
	A, I, R

	Knowledge and Skills

	Demonstrates a passion for learning and working with children
	E
	A, I, R

	Articulate commitment, passion and vision for working in Education
	E
	A, I, R

	Demonstrates outstanding ability to work well in collaboration with others, staff, students,  parents and other stakeholders
	E
	A, I, R

	Outstanding inter-personal and communication skills with students, colleagues,  parents and stakeholders
	E
	A, I, R

	High level organisational and management skills
	E
	A, I, R

	Motivates and inspires students, staff and parents
	E
	A, I, R

	Knowledge of and ability to support in recording and reporting using SIMS and other ICT packages
	E
	A, I, R

	Knowledge and use of SIMS and other data management systems to monitor students well-being, progress, achievements, attendance etc.
	D
	A, I, R

	Good organisational and/or practical skills to support with equipment and resources to support staff as needed
	E
	A, I, R

	Evidence of dealing/supporting with classroom day to day issues and support for other colleagues within or beyond the department
	E
	A, I, R

	Outstanding ICT skills and use of ICT packages including typing skills
	E
	A, I,

	Knowledge and use of various administrative equipment, e,g photocopier, printers
	D
	A, I 

	Ability to effectively maintain records and systems and produce reports
	E
	A, I, R

	Have substantial experience of working within a busy administration team
	D
	A, I, R

	Personal Attributes and qualities

	Personal impact, presence and ability to inspire and maintain high expectations of students and staff alike
	E
	A, I, R

	Adaptability to changing circumstances
	E
	A, I, R

	Enthusiasm, resilience, reliability and integrity
	E
	A,I, R

	Tact and a good sense of humour
	E
	I

	Ability to prioritise tasks, work under pressure and meet deadlines
	E
	I, R

	Ability to work independently as well as part of a team
	E
	A, I, R

	High commitment to challenge students to achieve their potential
	E
	A, I

	Approachable and caring
	E
	I, R

	An ambition for further professional and career development
	E
	A, I, R

	Dealing sensitively with staff, students and stakeholders
	E
	I, R

	Have a flexible approach and be willing to work additional hours if required
	E
	I, R


A = Application Form     R= Reference     I = Interview  
July 2021
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