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SENIOR ADMINISTRATOR

JOB DESCRIPTION

GRADE


Grade 4 – Points 17-21  

WORKING PATTERN 
35 hours per week, All Year Round
RESPONSIBLE TO

Administration and Marketing Manager

MAIN PURPOSE OF THE JOB

· To support the Administration and Marketing Manager, to provide an efficient, responsive and high quality administration service to the school. 

· Assist the Administration and Marketing Manager in the supervision, training and development of the Administration Team

· To administer the school’s student admissions and educational visits process. 

MAIN TASKS

ADMISSIONS

· Administer the school’s admissions process for both In-Year and Transition admissions in accordance with the school policy. 

· Ensure the schools waiting lists are maintained according to the school’s admissions policy and vacancies are filled.

· Provide advice to parents and members of the public on the school’s admissions criteria, application status and waiting list numbers.

· Collate applications for admission, arrange admissions meeting with relevant parties and ensure appropriate paperwork is completed and distributed accordingly. 

· Liaise with previous destinations to obtain accurate electronic and paper records to support the application and admission transition.

· Arrange tours of the school for prospective parents/carers, liaising with staff and the Senior Leadership Team.

· Ensure all in house admissions paperwork, including transition documentation, is produced and distributed in a timely manner.

· Administer procedures relating to students transferring or leaving the school.

EDUCATIONAL VISITS

· Keep a record and calendar of all planned Educational Visits, liaising with teaching staff to ensure all entries are cross-checked and followed up to ensure Senior Leadership Team are aware of all trips.
· Ensure that all necessary paperwork has been completed for each visit, submitted and authorised by the School Business Manager and Headteacher before the trip takes place. 
· Ensure that letters to parents are prepared in accordance to school guidelines, have been distributed in a timely manner and that appropriate parental consent has been obtained prior to the trip.
· Prepare registers, emergency medical and contact information and ensure an EV pack is ready for the EV Leader to collect prior to each trip.
ADMINISTRATION

· To maintain and update all administrative and information systems and processes as required, including retrieving and collating information to ensure deliver of a high level administrative service

· Assist the Administration and Marketing Manager in the supervision, training and development of the Administration Team

· Assist with the marketing and promotion of the school

· Assist with arrangements for school events such as parents evenings, presentation evenings etc.

· Type letters, assist with newsletters and undertake other administrative tasks

· Answering the main school switchboard, redirecting calls and taking messages for staff as appropriate and ensuring these are followed up by the use of the schools call alert system

· Update/maintain manual/computerised record/management information systems including system maintenance/back up files and provision of reports

· To produce lists, information and data as required, for example, students data and to maintain and collate students reports

· To assist with school administrative duties relating to examinations where appropriate

· To maintain display boards and to ensure these are refreshed regularly

· Document confiscated items.

· Provide general clerical and administrative support including;

· Filing correspondence

· Photocopying and reprographics including binding, laminating, labels, recharging of service/computerised administration and production of regular management information

· Completing standard forms

· Maintain registers and provision of associated returns

· Provisions of standard returns

· Responding to correspondence

· Collating student reports

· Dealing with incoming/outgoing mail 

· To maintain records of stationery supplies and stock, ordering stock and equipment and distributed as required

RECEPTION

· To undertake reception duties and receiving visitors to the school and to communicate with courtesy and clarity to all staff, students, parents, carers, visitors, outside agencies and the wider community, including answering general telephone and face to face enquiries.
· Signing in visitors and checking ID in line with the schools Safeguarding Policy.

FIRST AID

· To undertake first aid for staff and students in accordance with the school rota.

· To looking after sick students and liaising with parents and staff 
· To carry out associated administration work, including contact with parents/carers, and the completion of relevant paperwork/updating of IT system. 
GENERAL

· To provide cover for other administrative colleagues when required 

· To ensure accuracy and confidentiality of all information produced
· To be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person as soon as they arise

· Actively promote equal opportunities and support the delivery of services which are accessible and appropriate to the diverse needs of service users. 

· To uphold the Catholic ethos of the school including attending whole school events.

· To participate in training and other learning activities and the schools performance management process.
· Attend events out of school hours and participate in relevant meetings as and when required

· Any other duties and responsibilities within the range of the salary grade.


SENIOR ADMINSITRATOR

PERSON SPECIFICATION

	Experience, Training and Qualifications
	Essential/

Desirable

	Experience of working in an administrative role 
	E

	Experience of working in a school or similar educational setting
	D

	Good general standard of education
	E

	Experience of using MIS systems e.g. SIMS
	D

	Skills and Abilities 
	

	Ability to deliver a high standard of customer service
	E

	Have excellent IT skills including MS Office
	E

	Excellent verbal and written communication skills to ensure effective communication with colleagues, students and other professionals
	E

	Ability to produce accurate written minutes/notes of meetings
	E

	Ability to analyse information 


	E

	Ability to follow procedures accurately
	E

	Ability to deal with situations under pressure in a tactful, calm and confident manner. 
	E

	Ability to build and form good relationships with students, colleagues and other professionals
	E

	Ability to work constructively as part of a team understanding the roles and responsibilities of others.
	E

	Excellent personal and office organisational skills and ability to develop and maintain effective administrative systems


	E

	Good literacy and numeracy skills
	E

	Ability to plan own workload, and to meet tight deadlines whilst working under pressure
	E

	Ability to act on own initiative and be proactive when solving problems. 


	E

	Ability to work to a high degree of accuracy 

	E

	Willingness to undergo first aid training
	E

	Personal Qualities
	

	Able to work flexibly, switching between tasks and priorities at short notice and responding to unplanned situations. 
	E

	Committed to continuing personal professional development
	E

	Personal commitment to ensure services are equally accessible and appropriate to the diverse needs of the service users. 


	E

	Able to maintain issues of confidentiality within the working environment
	E

	Ability to work occasional evenings to attend school events
	E

	Willingness to uphold the Catholic Ethos of the school 
	E

	Willing to consent to apply for an enhanced disclosure to a DBS (Disclosure and Barring Service) check.
	E


