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Community Engagement and PA Support
Ormiston Sandwell Community Academy

Job Description

Salary:		Grade 6 £32,597 FTE Term Time plus 2 weeks
			Actual salary = £28,757 p.a.

Hours:			37 hours per week.  Term-time plus 2 weeks (including 1 
week of training days).  The remaining week (to be agreed with the Operations Manager) to be worked during summer holidays to ensure Reception is covered and data entry is complete for start of new term
			
Mon 8.00am – 4.30pm, Tues – Thurs 8.00am – 4.00pm, 
Fri 8.00am – 3.00pm

Responsible to:	Operations Manager

Vision and Purpose
To support the effective operation of the academy through high-quality reception management and community engagement, occasionally supporting the Principal’s PA.
To ensure a professional welcoming and consistent experience for all stakeholders.
To maintain compliance with safeguarding and safer recruitment requirements.
To work closely with the Principal, Operations Manager and Principal’s PA within school.
To liaise with OAT Marketing and Communications colleagues.
Community Engagement and Communications
Lead on initiatives which strengthen relationships between the academy, families and the wider community.
Develop and maintain partnerships with local organisations, community groups and stakeholders.
Promote academy events, open evenings and community activities.
Act as an ambassador for the academy at internal and external events.
Support the production of communications for parents, carers and the wider community.
Liaise with Ormiston Academies Trust Marketing and Communications colleagues to ensure alignment with Trust branding and communication strategies.
Identify opportunities to showcase academy successes, achievements and community impact.
Support the updating of the academy website and communication platforms.
Co-ordinate internal communications and whole-school messaging.
Reception and Visitor Services
Line manage reception staff and support their development.
Ensure reception services are professional, efficient and welcoming.
Maintain a consistent academy message for visitors, parents and stakeholders.
Oversee visitor management and safeguarding procedures.
Maintain a student focused student reception
Content and Digital Communications
Capture and share positive news stories, student achievements and academy events.
Maintain academy social media platforms in line with academy and Trust guidance.
Support the production of newsletters, promotional materials and academy publications.
Ensure all communications accurately reflect the academy's values and vision.
Monitor and maintain both digital and physical signage throughout the academy.
General Responsibilities
Attend academy meetings, training and professional development activities.
Support academy events, open evenings and parental engagement activities.
Work flexibly to support key academy activities, including occasional evening events.
To attend extra-curricular activities for social media coverage 
Maintain confidentiality and professionalism at all times.
Undertake any other duties commensurate with the grade of the post as reasonably requested by the Principal.
To undertake first aid training to support Primary First Aider


Context
All staff are part of the whole Academy team.  Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy Improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy pressurised environment. 

Due to the nature of this job, it will be necessary for the appropriate level of Disclosure & Barring Service check to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.


Signature of post holder: ………………………………………………………………………………..


Print Name: ………………………………………………………………………………………………


Date: ………………………………………………………………………………………………………
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