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JOB DESCRIPTION

	JOB TITLE
	Senior Administration Assistant 

	GRADE
	Grade 4: £21,968 - £25,409 per annum – Based on working 37 hours per week, 40 weeks per year, the pro rata salary will be £19,465 - £22,514

	HOURS
	Based on working 37 hours per week - Monday to Thursday 8.00am – 4.00pm & Friday 8.00am – 3.30pm (with a 30 minute unpaid break each day)



Job Purpose: 

To oversee the running of the school office and supervise the administration staff, maintaining the school electronic pupil and staff databases and to support with the overall ethos of the school and Trust, meeting the needs of pupils. 

To support the Senior Leadership Team with high quality administrative and PA support. 

To ensure the provision of an efficient and effective support service to members of the Trust People Team, including undertaking key aspects of transactional HR services. 

Duties and Responsibilities

School Office

· To support and supervise the administration staff on a day-to-day basis and to co-ordinate the functions of the office, liaising with a wide range of stakeholders including Parents, the Local Authority, and the Trust’s Centralised HR Team, and Finance Team, where appropriate. 

· To organise supply cover through internal cover arrangements or through the provision of agency staff, confirming timesheets with agencies, adhering to school protocol and procedures as guided by the headteacher

· Oversee whole school resources, and ensure in terms of stationery, photocopier consumables and premises items, are replenished and in stock. 

· Manage the school’s electronic pupil and staff database Arbor, to support with the preparation and submission of the census, and workforce census. 

· Oversee the management of Arbor in terms of Parent communications, Parent App, and setting up of Parent Pay products e.g., Trips, before and after school clubs, and events etc.  

· To support with the preparation and production of school records, reports, publications, newsletters, any other statistical returns etc.

· Oversee the administration of school meals through the cashless catering system liaising with Parents and external caterers when appropriate and ensure the holiday free school meal vouchers are ordered and distributed. Ensure new pupil meal lanyards are produced for the lunchtime team.

· Support the administration of the before and after school clubs, e.g., typing letters, distributing and collating information, sourcing provisions and resources, and organising registers for all Club staff. 

· Supervise the admission process for the school, use the Data Locker system, and ensure all relevant extended Nursery hours codes are updated and verified onto the Early Years Portal.  Update assessment systems with new pupils i.e., Evidence Me, ensure medical and health information is shared to staff. 

· Liaise with the facilities management team to ensure any premises or equipment issues are resolved, emailing the SSO with any job requests. 



PA to Senior Leadership Team

· Carry out confidential Personal Assistant duties for the Senior Leadership Team. 

· Process administration work for the Senior Leadership Team. 


HR Administration 

· To assist with recruitment administration (support with vetting checks, references, complete selection process including selection days, new starter paperwork).

· To assist with new starter processes, including inductions. 

· Maintaining manual and digital record systems to ensure accurate and up to date employee data is available to meet operational needs, satisfy report and audit requirements and meet the Trust’s document retention policy and data protection standards.

· Providing and inputting accurate data to payroll in line with strict deadlines, and other payroll administration. 

· Ensuring the Single Central Record is up to date and maintained in accordance with statutory requirements.

· Support with paperwork associated with probationary periods and employee absence. 

· Develop a good understanding of HR processes. Utilise this to respond effectively to enquiries with a view to seeking to resolve at first point of contact, identifying urgent and important matters to pass on and prioritising accordingly.  

· Maintain information databases, both computerised and manual including filing, application management, and housekeeping of HR documentation storage areas.

· Support the People Team with absence analysis. 

· Attend and take accurate notes of meetings ensuring they are checked before appropriate distribution/recording.

· Undertake an annual check of personal details of staff, through the individual issue of a staff details check sheet, ensuring that information which has changed is updated promptly.


General 

1.  Treat with confidentiality any personal, private or sensitive information received.

2. Carry out other duties as may reasonably be required from time to time to meet the evolving nature of the school.

3. Carry out the duties of the post with due regard to the school's equal opportunities policy, safeguarding, prevent, data protection, finance and health and safety procedures and other staff policies and procedures.

4. To be accountable for promoting and safeguarding the welfare of students responsible for or in contact with.


Responsible to:	Headteacher

Responsible for:	Administration staff

Key Relationships:	Senior Leadership Team, Central Trust Staff, and People Team 

Location:	Richard Lee Primary School 


Safeguarding  
Staff are accountable for the way in which they exercise authority, manage risk, use resources and protect students, who they are responsible for or in contact with, from discrimination and avoidable harm.  All staff, where paid or voluntary, have a duty to keep young people safe and to protect them from harm.  When an individual accepts a role that involves working with children and young people they need to understand acknowledge that the responsibilities and trust are inherent to that role.  There will be a requirement that staff observe their obligations in accordance with the school’s safeguarding procedure and report any concerns in accordance with the procedure to the appropriate person.   
 
Rehabilitation of Offenders Act 1974  
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and reprimands being considered. Any convictions cautions or reprimands of relevance, obtained by the post holder after enhanced DBS clearance has been acquired, must be disclosed to the headteacher by the post holder.  Failure by the post holder to do so, or the obtaining by the post holder of a relevant conviction caution or reprimand, may be managed in accordance with the school’s disciplinary procedure. 
 
Health and Safety 
The post holder is required to exercise their duty of care by taking responsibility for their own health and safety, and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full guidance regarding health and safety is set out in the school’s Health and Safety Policy, and in any risk assessments relevant to the post holder’s role or circumstances. Which must be observed.  
 
Confidentiality and Data Protection  
The post holder is expected to comply with the provisions of the Data Protection Act 2018.  Any information they have access to, or are responsible for, must be managed appropriately and any requirements for confidentiality and security observed. Information must not be disclosed to any person or Authority, for example a parent or the Police, without observing the correct procedure for disclosure as set out in the school’s Data Protection Policy.  
 
Equality and Diversity  
The school is committed to equality and values diversity. As such the Academy is committed to fulfilling its Equality Duty obligations, and expects all staff and volunteers to share this commitment. The Duty requires the Academy to have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity and foster good relations between people who share characteristics, such as age gender, race and faith, and people who do not share them. Staff and volunteers are required to treat all people they come into contact with, with dignity and respect, and are entitled to expect this in return. 
 
Training 
The school has a shared responsibility with the post holder for identifying and satisfying training and development needs.  The post holder is expected to actively contribute to their own continuous professional development, and to attend and participate in any training or development activities required to assist them in undertaking their role and meeting their safeguarding and general obligations. 
 
This job description may subject to review and/ or amendment at any time to reflect the requirements of the job. Any amendments will be made in consultation with any existing post holder and will be commensurate with the grade for the job. The post holder is expected to comply with any reasonable management requests. 
 Copies of all relevant policies are available through the post holder’s line manager and the school HR team. 
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