



	Work Together, Learning Together, Succeed Together
	[image: ]

	
Agora Learning Partnership 
Job Description: Administrator – The Acorn Centre


	This job description may be varied at any appropriate time, following a period of consultation with the employee. It may also be reviewed annually in conjunction with the appraisal process and planning for the next academic year.

	Line manager
	Sarah Kenny – Provision Lead of The Acorn Centre

	Pay Scale 
	H3 – 16 hours

	Location
	The Acorn Centre – Primary Behaviour Support Provision – 39 Oxhey Drive, South Oxhey, WD19 7SD



	Core Purpose of the Role:

	The Administrator will:

	· Provide a professional, efficient and welcoming presence for all visitors, professionals, parents, children and staff who visit, work at and contact The Acorn Centre

	· Provide administrative support for the daily running of The Acorn Centre service. This could be directly supporting the Provision Lead

	· Maintain excellent organisation and record keeping (in line with GDPR expectations) of key information and documentation for The Acorn Centre staff, and for pupils from DSPL9 schools, accessing The Acorn Centre service. 



	Duties and Responsibilities – Specific:

	Focus Area
	The Administrator will:

	Reception (Front of House)
	
· Undertake Reception duties:
· Act as first point of contact in response to telephone and face-to-face enquiries, taking and passing on messages, and answering questions about our service. 
· Welcoming families when they drop off their child, and while they await their children
· Greeting professionals who are visiting students or staff. 
· Ensuring pupils and visitors sign in and out
· Receive deliveries, check and arrange orderly and secure storage of supplies + resources.


	Administration
	
· Answer phone calls and respond to messages. 
· Manage the admin email account, forwarding emails to relevant staff. 
· Photocopying
· Shredding
· Filing – paperwork, emails and electronic forms on the One Drive
· Receive and monitor referrals as they are submitted (Microsoft Forms)
· Organise documents when receiving referrals from schools - filing documents electronically on the OneDrive
· Contact settings to chase pending paperwork
· Email schools - invitation letters/documents to offer our support
· Email schools – End of Term Reports
· Liaise with Warrendell and Agora Trust staff
· Ensure tidiness and excellent organisation of your office space
· Maintain notice boards and displays in the Office and Foyer areas.
· Monitor subscriptions e.g THRIVE, Child Therapy service and TWINKL
· Invite parents, staff and children to various events/trips, this would include preparation for letters, gathering numbers of those coming and booking tickets over the phone/internet
· Adding new pupils on to the CPOMS system
· One Drive organisation and upkeep – updating all new students records and files
· Interact with the electronic Census document to add information around new starters and closures
· Order stationery and resources
· Purchase of weekly consumables – shopping – food items and snacks for children
· Photocopier management - maintenance, trouble shooting, ordering of toner and ink
· Updating posters within the centre – e.g. DSL and notice boards
· Logging Tickets with IT - Turn it On - for ICT support


	Pupils and families
	
· Engage with and greet pupils on arrival, and support with entry where appropriate (due to SEMH needs) alongside the class teacher and Behaviour Support Practitioners.
· Ensure attendance documents are up to date - contact parents if a pupil is absent
· Chase pending paperwork for new pupils – e.g. registration and consent forms.
· Be first point of contact for unwell pupils – staff at The Acorn Centre will inform the administrator of a pupil feeling unwell and you will liaise with parents/ carers/ staff. 
· Support with First Aid for pupils/staff
· Notify parents of changes to session times.


	DSPL9 schools
	
· Ensure attendance documents are up to date - contact schools if a child is absent.
· Contact settings if pupils are absent. 
· DBS verification sharing - sending out to schools to ensure they have this information for when The Acorn Centre Team visit schools. 
· Request  DBS details for setting staff visiting the centre


	Working with the Provision Lead
	
· Liaise regularly with the Provision Lead regarding updates and communication from schools and families, messages and calls
· Support the Provision Lead in preparation for half termly Tier 4 Panels:
· Send out Invitations for Teams for panel professionals (DSPL9 professionals)
· Transfer referral notes/information into Panel Minutes Proforma prior to panel
· Print off and organise panel minutes and panel packs for each pupil referral.


	External providers/contractors
	
· Liaise with services and professionals – e.g. building/maintenance work – Kier, HCC and The Agora Trust officials
· Engaging with tradesman who are delivering goods and working within the premises.
· Ensuring DBS in place for visitors to the centre – if they do not have this, supervision of work will be necessary. 


	All of the above ensuring compliance with GDPR guidelines
The duties and responsibilities listed above describe the post as it is at present. The post holder is expected to accept any reasonable alterations that may from time to time be necessary



	Duties and Responsibilities – General:

	The Administrator will: 
· Uphold the ethos of The Acorn Centre and The Agora Trust 
· Assist in achieving The Acorn Centre’s and Trust’s vision and aims
· Support the implementation of The Acorn Centre and the Trust’s strategic plans 
· Contribute positively to creating a productive and happy working environment 
· Establish and maintain professional and effective working relationships as a member of The Acorn Centre Team with our Trust 
· Work effectively with colleagues as a member of The Acorn Centre Team and the Trust, taking individual and collective responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying  
· Participate as required in meetings and training with colleagues in respect of duties and responsibilities of the role as part of The Acorn Centre and the Trust 
· Take responsibility for their own professional development and play a full and active part in the appraisal process
· Adhere to all The Acorn Centre and Trust-wide policies and procedures, including those detailed in the Trust’s Scheme of Delegation 
· Maintain confidentiality at all times in respect of The Acorn Centre, Academy and Trust-related matters and prevent disclosure of confidential and sensitive information
· Undertake any other duties of a similar level and responsibility as may be required by the Provision Lead and CEO of the Trust
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