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	Job Description for Admin

	
	

	Job Title:
	Administrator


	Location/Based:
	

	Reports To:
	Cluster Manager/ Deputy Cluster Manager


	Hours
	8:45-3:15 (Term Time Only)

	Wage
	£17,500

	Staff Responsibility:
	N/A


	General Overview of the position:
	Responsibility for all the administration jobs which involve running the site on a daily, weekly, monthly or ad hoc basis.


	Main duties and responsibilities:





	To include:

· Opening and closing the center for the public.
· Organising the daily routines of the students with registration, feedback to parents/schools and updating the registers accordingly.
· Check emails and deal with queries or forward if necessary.
· Use Teams, Sharepoint and Admin Plus, and add/delete or update information where necessary.
· Print off timetables and amend changes where necessary.
· Inform parents/tutors about holiday arrangements.

	Other Duties

	· Order stationery and make sure coffee, tea, toilet paper etc. is stocked.  
· Keep centre in a serviceable order
· Put the rubbish out on the scheduled collection day/s


	Other Job Requirements: 
	· Ad hoc jobs as and when required such as updating policies, writing incident reports, handbooks etc.


	Key Contacts:
	Cluster Manager
Finance Staff
Admin. Staff
Customers (Parents, Students and Schools)
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