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Clerical Administrator


Closing date for applications
Thursday
14th July 2022
Interviews will be held at Padgate Academy
Thursday
21st July 2022
[bookmark: _GoBack]
Padgate Academy
Insall Road, Warrington WA2 0LN

Telephone: 01925 822 632  

info@padgateacademy.co.uk 
www.padgateacademy.co.uk 
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Principal: Mrs M Barclay Bsc (Hons) NPQH




Post:			Clerical Administrator
			
Responsible to:         	Office Manager

Grade:                 	Grade 4 - scale point range point 6 to point 7

25 hours per week - Term Time only
plus 2 INSET Days 


Purpose:

The post holder will work as part of the school office team.  They will provide efficient and effective administration and reception support to teachers and support staff.  The post holder will fully subscribe to the vision and values of the school. 


Principal Accountabilities:

· Collate information and send out electronically or post out to parents/carers.
· To assist the staff with daily enquiries and helping with any problems they may have.
· Operate as a member of the administrative team and assist in delivering a highly efficient admin service.
· Ensure the effective co-ordination and maintenance of records for various Academy procedures
· Scanning/e-mailing relevant information internally and externally and when necessary, reprographics work.
· Maintain electronic and paper filing systems in line with Academy disposal schedule.
· Cover for the main reception service when needed.
· Handling calls to the school and dealing with enquiries from students, parents/carers and visitors.  
· Receive parents/carers, visitors and representatives at reception, arranging for them to be collected by the appropriate staff and locate students if required. 
· Provide general clerical support to teaching staff assisting in the preparation of letters to parents/carers etc.
· Help manage the external post and communication system (e.g. internal and external post, Arbor communications, email).
· Carry out duties with due regard to confidentiality and data protection regulations particularly with regard to student data.
· Carry out all duties maintaining the highest levels of customer care and service and adhering to the schools’ safeguarding and security policies at all times.
· The post holder is responsible for the safeguarding and promotion of the welfare of children.
· To provide First Aid support on a rota basis to students and staff (full training will be provided).

The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.


Context and Key Challenges:

· Due to the nature of the school office environment, the role holder will maintain focus on the tasks in hand despite the innumerable interruptions by phone and in person.
· The role holder will be under considerable pressure at key times.
· The role holder must be able to work well in a team in order to facilitate the administrative work of the school.
· The role holder must maintain a professional and calm attitude at all times.


Key Knowledge and Skills

Qualifications:
· The role holder will have recognised qualifications in English and Maths.

Experience:
· Previous office experience would be an advantage.
· Experience of working in a school environment would be desirable.

Particular skills:
· Thorough knowledge of Microsoft Office especially Excel skills.
· Excellent communicator both verbally and in writing with the ability to deal sensitively with all customers.
· Excellent interpersonal skills.
· Ability to work as part of a team.
· Excellent keyboard skills.
· Knowledge of Arbor would be a distinct advantage.

General responsibilities:
· Delivering a highly efficient administrative service.
· To set a good example in terms of:

· Relationships with students, parents/carers, colleagues and members of the community.
· Personal standards of conduct, appearance, punctuality and attendance.
· Work/life balance.
· Continuous professional development.
· Confidentiality.


Major Dimensions:

Working as part of the admin team with five colleagues, working directly with the Office Manager and indirectly with all other members of staff.


Events to attend:

· Admin team meetings
· Staff meetings
· Other school events and meetings as directed by the Principal

Working Relationships:

Internal – All member of Teaching and Support Staff, Students, Governors and stake holders.

External – Parents/Carers, TCAT Staff, LA Staff, Public and colleagues from other schools.



The details in this job description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the job may change.  Existing duties may no longer be required, and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Principal will expect to revise this Job Description from time and will consult with the post holder at the appropriate time.







Person Specification
Clerical Administrator

	Training and Qualifications
	Essential/Desirable
	Evidence: Application Interview/References

	Minimum of 5 GCSE’s or equivalent including English and Maths
	E
	A

	To have English and Maths at Grade C or above (4/5) 
	E
	A

	Higher level academic qualification
	D
	A

	Expertise

	Good ICT skills and an understanding of their application
	E
	A/I/R

	Ability to influence, persuade and demonstrate a high level of emotional intelligence
	E
	A/I

	Sound knowledge of SIMS.Net and Assessment Manager
	E
	A/I

	Skills and Knowledge

	Understanding of Microsoft Office, especially Excel
	E
	A/I

	Awareness of inclusive education principles
	E
	A/I

	Understanding of dynamics of a school community
	E
	A/I

	Understanding of the wider context in which the school operates
	E
	A/I

	Ability to work to tight deadlines
	E
	A/I/R

	Ability to present, analyse and interpret data
	E
	A

	Willingness to act as a First Aider (Full training will be provided)
	E
	A/I

	Personal Qualities

	Empathy for and understanding of children
	E
	A/I

	Sense of humour
	D
	R/I

	Resilience
	E
	R/I

	Commitment to the Christian ethos of the school and its aims, 
as expressed in the Mission Statement
	E
	A

	Ability to work effectively as part of a team
	E
	I/R

	Good record of attendance 
	E
	R

	Good record of punctuality
	E
	R

	Good communication skills
	E
	R/I/A

	Self-management
	E
	R/I

	Interpersonal skills
	E
	R/I

	Adaptability to changing circumstances and new ideas
	E
	R/I

	Creative thinker
	E
	R/I

	Integrity
	E
	R

	Reliability
	E
	R

	Willingness to learn
	E
	A/I



Page 2

	[image: ]
	[image: A picture containing graphical user interface

Description automatically generated]




image4.png




image5.png




image2.png




image3.png




image6.png




image9.png
4




image7.png
Eas  PART OF THE CHALLENGE ACADEMY TRUST | SERVE | CHALLENGE | EMPOWER

' THE CHALLENGE ACADEMY TRUST C/O BRIDGEWATER HIGH SCHOOL, BROOMFIELDS ROAD, WARRINGTON, WA4 3AE - COMPANY#: 10689247 - VAT#: 296154966





image8.png
‘Warrington Inclusion Hub

Committed

o Inclusion
2018-19




