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Job Description

Post Title:     		Administrator
Location:	Coombe Dean School
Reports to:		Headteacher’s PA
Key relationships:	Senior Leadership Team, Operations Manager and whole student body.
Grade:			NJC Grade C, point 5-7
Hours:			37 hours per week, 38 weeks per annum. 

Duties and responsibilities:
The post holder will cover a range of duties, which include:

Administration
· At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions and decisions align with the principles that guide our work.
· To assist the Office Manager in the provision of efficient and effective administration and clerical support services.
· Manage news postings and announcements on ClassCharts and printed mediums.
· To accurately maintain SIMS.net, ClassCharts, and other record systems within the school.
· Produce publicity materials as directed.
· Provide whole school administrative support.
· Support daily attendance processes and maintain accurate attendance registers, ensuring timely recording, updates, and reporting.
· Produce and distribute attendance-related correspondence and letters, ensuring accuracy, confidentiality, and timely communication with parents and carers. 
· Generate and compile reports from SIMS.net, ensuring accurate data extraction and analysis.

Reception
· In the absence of the Receptionist, welcome visitors in a professional and hospitable manner, ensuring signing-in procedures are followed. Proactively supporting safeguarding within the school environment with regards to visitors and access. 
· To receive and prioritise incoming telephone calls and deal with them appropriately, including recording and distributing messages as required.
· Processing of enquiries with a high level of attention to the importance of maintaining confidentiality of information and processing of sensitive student information. 
· To ensure appropriate standards of tidiness and order in the school reception area, to project a professional and welcoming environment for parents, students and visitors to the school.
· To distribute incoming post and goods received and provide assistance with stock control.
· To attend meetings as required.
· Assist with student enquiries (e.g. lost timetables), locate students for staff as required. 
· Ensure students sign in and out and undertake any administration required, supporting with attendance information and maintaining accurate records within relevant systems, such as SIMS. 

General
· To be aware of and adhere to applicable rules, regulations, legislation, and procedures as per School and Westcountry Schools Trust policies.
· To maintain confidentiality of information acquired whilst undertaking duties for the department.
· To be responsible for your own continuing personal development, undertaking training as appropriate.
· To undertake other duties appropriate to the grading of the post as required.
· To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
· To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
· Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
· To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role. 

This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.  



Person Specification
Administrator
	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	VALUES-BASED BEHAVIOURS - It is important to us that your values align with ours:

	Compassion:

	Recognising need in others and acting with positive intention to promote well-being and improve outcomes 
	X
	
	X

	Aspiration:

	Works to high expectations, modelling the delivery of high-quality outcomes
	X
	
	X

	Showing passion, persistence and resilience in seeking creative solutions to strive for continuous improvement and excellence
	X
	
	X

	Integrity:

	Acting always in the interests of children and young people, 
	X
	
	X

	Acting with a consistent and uncompromising adherence to strong moral and ethical principles
	X
	
	X

	Communicating with transparency and respect, creating a working environment based on trust and honesty
	X
	
	X

	Collaboration:

	Creating a shared vision and working effectively across boundaries in an equitable and inclusive way to skilfully influence and engage others
	X
	
	X

	QUALIFICATIONS:

	Educated to GCSE level 4 (formerly grade C) or equivalent qualification including English Language and Mathematics.
	E
	X
	

	Level 3 qualification in administration
	D
	X
	

	EXPERIENCE:

	Experience in organising and managing administrative systems and procedures in an office environment.
	E
	X
	X

	Has proven experience of working effectively in a team working collaboratively with colleagues as well as working independently.
	E
	X
	X

	Experience of working in a busy environment with regular interruptions, preferably experience in a school environment. 
	D
	X
	X

	Use of Microsoft Office or equivalent.
	E
	X
	X

	KNOWLEDGE, SKILLS AND ABILITIES: 

	Accurate Typist / data entry.
Ability to maintain data input accuracy through frequent interruptions.
	E
	X
	X

	Knowledge and experience of SIMS management system
	D
	X
	X

	Professional welcoming manner and good interpersonal skills.
	E
	X
	X

	Ability to use initiative and solve problems
	E
	X
	X

	Strong interpersonal skills; including the ability to communicate well with parents, children, staff and visitors
	E
	X
	X

	Excellent time management, with flexibility to get the job done together with an ability to prioritise and work to tight deadlines whilst retaining professional composure
	E
	X
	X

	Be flexible and responsive to change
	E
	X
	X

	Able to act as a role model for children by setting high personal and professional standards
	E
	X
	X

	To respect and uphold confidentiality at all levels.
	E
	X
	X

	Awareness of safeguarding considerations.
	D
	X
	X
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