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Job Description

	Job Title:
	School Administrator
 

	Pay Band:
	 B1
 

	Responsible to:
	Office Team Leader
 

	Hours of Work:
	37 hours – Term time only
 


     
Values:
The four values of East SILC are: 

· Kindness 


· Integrity 


· Ambition  


· Collective 
Responsibility 

Vision: 
At East SILC we believe in Exceptional Education for Exceptional Lives


Safeguarding:
The East SILC is committed to safeguarding and promoting the welfare of children and young people (learners) and expects all staff and volunteers to share this commitment. Appointments are made subject to a satisfactory enhanced Disclosure and Barring Service check (DBS formally CRB) and medical clearance from Leeds City Council’s Occupational Health Service. 
All shortlisted candidates must complete a self-disclosure form before interview. 

It is illegal to apply if you are on the children’s barred list.

The East SILC promotes diversity and wants a workforce which reflects the population of Leeds.

Role: 
To work as part of the Administration Team across all of the East SILC School Sites.  

Main Duties:
· To provide reception support and general administrative as required. 
· To be aware of and comply with policies and procedures relating to child protection, health, safety and security, equal opportunities, confidentiality and data protection, reporting all concerns to an appropriate person.
· To work on own initiative and as part of a team to provide customer focused services.
· To liaise with colleagues in order to prioritise work to meet conflicting deadlines.
· To be aware of and support difference and ensure equal opportunities for all.
· To contribute to the overall ethos/work/aims of the school.
· To appreciate and support the role of other professionals.
· To participate in training and other learning activities and performance development as required.
· Monitor and manage leaner records, Word and Excel documents, and maintain accurate data using relevant naming conventions and formats.
· Cascade all relevant information to parent/carers and professionals.
· Uploading documents on to SIMS, Compass, SharePoint and other Office devices.
· Assist in collating reports, copying and distributing relevant paperwork.
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