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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION

Job Title:     		Primary Administrator 
Location:	Austin Farm Academy
Grade/salary:	Grade C point 5-7
Hours:			30 hours a week, 39 weeks per year
Reports to:		Headteacher / Office Manager
Key relationships:	Administration Team/SLT 

Job Purpose

Undertake administrative, financial and organisational processes, including admissions, various recording processes, and assisting with orders and invoices. 
The post is predominately office based with limited requirements for lifting and carrying files, boxes and other general office items as well as standing and walking within the school environment.
Concentration required for periods of up to two hours at a time with some work-related pressure due to conflicting demands from telephone calls and personal callers.

Duties and Responsibilities

· Under the guidance of the Headteacher, SLT or Office Manager, be responsible for undertaking administrative, financial and organisational processes within the school e.g. attendance, processing orders and invoices
· Reception duties, answering routine telephone and face to face enquiries and signing in visitors. Responding to queries from a range of stakeholders. Provide advice and information on standard procedures / policies and raise complex matters to senior leaders as appropriate.
· Provide routine clerical support such as photocopying, typing and filing as required.
· Sort and distribute mail. 


· Maintain accurate administrative, pupil, staff and other school records. Supporting with effective administrative systems / procedures for the efficient operation of school administration activities. This may include collecting letters, permission slips, registers, event bookings, etc.,
· Data entry/extraction with accuracy and generate standard reports as required. Producing lists, information, and data as required. 
· Routine financial administration e.g. set up online payments and follow up outstanding monies from parents.
· Accept and process all deliveries to school ensuring delivery notes are checked and processed
· Liaise with staff regarding stock levels and chase/raise orders as required
· Assists with arrangements for visits by the school nurse, photographer etc.
· Support the Office Manager when required, including arranging supply cover 
· Undertake other duties as directed and commensurate with the grading of the role

General

· 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

E = Essential, D = Desirable

	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)

	QUALIFICATIONS:

	GCSE qualifications in English and Maths at A*-C/9-4 or equivalent
	E
	X
	

	NVQ Level 2 in administration or equivalent qualification or experience.
	D
	X
	

	NVQ 3 in Business Administration or equivalent qualification
	D
	X
	

	First aid at work certificate (or willingness to complete)
	D
	X
	

	EXPERIENCE:

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

	Experience in using general computer packages and office equipment e.g. Microsoft Office, photocopier, telephones etc.
	E
	X
	

	Proven experience of effective collaborative working with colleagues as well as working independently
	E
	X
	

	Experience of working in a busy school environment
	D
	X
	

	Knowledge and experience of SIMS management system
	D
	X
	

	Experience of financial administration including raising and processing purchase orders
	D
	X
	

	KNOWLEDGE, SKILLS AND ABILITIES:

	Interpersonal skills communicating with a range of stakeholders including professionals, colleagues, parents, and young children. 
	E
	X
	

	Keyboarding skills for the production of routine correspondence and emails Word processing and other IT based tasks.
	E
	X
	

	Ability to identify or predict potential problems such as lack of supply cover or low stocks (e.g. paper) and use judgement when to refer these to a senior colleague
	E
	
	

	VALUES-BASED BEHAVIOURS:

	Compassion:

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

	Aspiration:

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

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

	Integrity:

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

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

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

	Collaboration:

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

	FURTHER REQUIREMENTS:

	Act at all times in accordance with appropriate legislation and regulations, codes of practice, the provisions of the Trust’s constitution and its policies and procedures.
	E
	
	

	Work within the requirements of the Trust’s Health and Safety policy, performance standards, safe systems of work and procedures.
	E
	X
	

	Understanding and commitment to safeguarding 
	E
	X
	

	Full enhanced DBS certificate
	E
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