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Job Description: 

Kingfisher Special School & Halcyon Way School – Administrator 


Kingfisher Special School & Halcyon Way School
Office Administrator
Job Description & 

Person Specification 

	Signed by:
	

	Signature:
	

	Date:
	


	Job Description:


	Administrator

	Responsible to: 
	Executive Headteacher 


	Line Manager:
	Director of Support Services


	Salary: 


	Grade 3 (SCP 6 – 11)
36.40 hours per week, term time only plus 10 days (+ days by agreement)

	Conditions of Employment:
	The appointment is subject to enhanced DBS/Police and medical clearance, as well as references.

All staff must be willing to undertake a review of their responsibilities and alter them in accordance with the changing needs of the school as part of the annual Appraisal process. In exceptional circumstances, a review may take place at any other time

	Purpose of Post:


	To operate as part of the staff team which has a corporate responsibility and general duty to share and support the well-being and development of the whole school

By:

· Being an Ambassador for the school as the initial point of contact for families and visitors  
· Providing high quality assistance and support for school via efficient and effective administration support as part of a cohesive and mutually supportive School’s Administration Team


	Main Areas of Responsibility:


	Key Areas – Support for Learning and Teaching

· Proactively prioritising classroom requirements as appropriate over general administrative tasks to ensure that key whole school priorities are supported

· Acting as a ‘Gatekeeper’ to ensure that learning times are not disturbed from visitors/phone calls/administrative areas

· Assisting in areas of administration that directly support teaching and learning – for example:  educational visits, parents’ evening etc

Key Areas – Administration & ICT

· Undertaking word processing and other ICT related tasks including letters, reports, data entry and schedules

· Maintaining and collating registers and pupil reports, including School Census data and other information that is routinely required by Oldham Council and Department for Education

· Undertaking routine administration of school lettings and other uses of school premises

· Providing general clerical support e.g. photocopying, filing, emailing, completing routine forms and responding to routine enquires 

· Maintaining manual and computerised filing systems, and ensuring data can be efficiently retrieved when required 

· Checking that Parental Agreement Forms have been fully completed and correct information has been transferred by school staff and confirmed by the Director of Operations prior to any administration of the medication; updating whole school medication records

· Updating individual pupil’s Health Care from the School Nurse onto school systems

· Co-ordinating medicals and the administering of vaccinations by liaising with external medical staff, school admin staff and parents

· Keeping an up to date log of trained staff and liaising with Health Care professionals to plan for additional training when needed
Key Areas – Reception & Customer Service

· Undertaking reception duties with courtesy; answering telephone and face-to-face enquiries, taking messages and forwarding them onto the relevant person as required

· Warmly welcoming visitors to the school, ensuring health and safety and safeguarding procedures are followed, such as signing in/out, issuing badges/passes or escorting visitors as required

· Responding positively to routine enquiries from staff, pupils and parents

· Welcoming and making arrangements for external visitors including, for example, hospitality/Wi-Fi requirements/signed protocols

· Co-ordinating the day to day operation of the school diary system

· Co-ordinating Personalised Planning Meetings (PPMs) and Interim meetings

· Assisting in equipment and stock control checks, eg ensuring meeting rooms are adequately stocked with appropriate supplies

· Provision of refreshments for meetings, visitors and staff and assisting with the clearing of meeting rooms

· Pricing, ordering, preparing and clearing away buffets

· Ensuring that meeting rooms are set up in line with customer expectation and the provision of catering, in line with food standards

Key Areas – Finance & Physical Resources

· Recording all data in accordance with GDPR
· Keeping records of pupil attendance, contacting parents of the pupils about absences 
· Staff Absence Monitoring 

· Supporting staff recruitment and HR processes

· Undertaking basic book keeping, e.g. petty cash, educational visits, photographs, postage, telephone calls, school meals, and the accurate recording and balancing of such funds  

· Operating uniform/snack or other school ‘shops’ within school
Standard Duties
· Understanding the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all

· Upholding and promoting the values and the ethos of the Trust and Schools
· Implementing and upholding the policies, procedures and codes of practice of the Trust and Schools, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection

· Being committed to the principles of an empathic approach, including the Team Teach principles of de-escalation and Moving and Care in all aspects of work
· Taking a pro-active approach to health and safety, working with others in the Schools to minimise and mitigate potential hazards and risks, and actively contribute to the security of the Schools, e.g. challenging a stranger on the premises

· Participating and engaging with workplace learning and development opportunities, subject to the School’s professional learning plans, working to continually reflect on and improve own performance and that of the Team/Schools
· Attending and participating in relevant meetings as appropriate
· Undertaking any other additional duties commensurate with the grade of the post.


	Person Specification

	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Literacy and Numeracy skills equivalent to Level 2 of the National Qualification & Credit Framework
	
	A / I

	
	
	NVQ 2 in Business Administration or EDCL qualification
	A / I

	
	
	Willingness to obtain first aid certificate
	A / I

	Experience


	Experience of using computer packages for word processing, spreadsheets, databases and e-mails 
	
	A / I / R

	
	Experience of undertaking administration/clerical tasks, including basic financial tasks and handling cash
	
	A / I / R

	
	Experience of working effectively with others and meeting deadlines 
	
	A / I / R

	
	Experience of following instructions, procedures and policies
	
	A / I / R

	Knowledge, Skills & Abilities


	Communication skills to deliver a professional and efficient customer service, in person and over the telephone
	
	A / I / R

	
	Interpersonal skills to form and maintain positive working relationships with children and families, colleagues and other education/healthcare professionals and partner organisations
	
	I / R

	
	Written communication skills to word process documents, and take accurate messages and pass them on to others
	
	A / I / R

	
	Problem solving skills to interpret information and situations to solve straightforward problems
	
	A / I / R

	
	Organisational skills to manage time effectively, meet potentially conflicting deadlines and work without close supervision
	
	A / I / R

	
	ICT skills to operate a computer and other basic technology such as photocopiers etc.
	
	A / I / R

	
	Understanding of equal opportunities and an awareness of potential barriers children may have about learning

	
	A / I 

	
	Knowledge of GDPR, safeguarding (including Prevent) and child protection issues and an understanding of appropriate action to take if a disclosure is made
	
	I

	
	An ambassador for the Trust/Schools, working with integrity and to the highest of personal and professional standards at all times
	
	A / R

	Work Circumstances
	To work flexibly as the workload and needs demand
	
	I / R

	
	To travel and work at other locations/Schools as may be required, including those across the Trust and occasional out of hours working.
	
	A


Abbreviations: A = Application Form; I = Interview; R = Reference
NB - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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