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Maiden Erlegh Trust
Job Description

	Role
	Senior Administrator
	School/Department
	Maiden Erlegh School in Reading

	Grade
	Grade 5 SCP 12-17
	Reports to
	Operations Manager

	Hours of work
	Please refer to advert

	Purpose
	· To deputise for the Operations Manager to carry out administrative support, marketing support and develop supporting administration systems.
· To support the Operations Manager in ensuring that administrative work is carried out to a high standard.
· To assist the office staff with any queries and help as necessary.
· To manage the admin team and oversee the customer service delivery in this area.

	Scope

	Staff responsibilities:
Line management of reception team and other administrative support assistants as directed by the Operations Manager
	Financial accountabilities:
None

	Relationships
	The postholder will garner positive relationships with a range of stakeholders. These will include, but are not limited to, school leaders and colleagues in other Trust schools, school staff, students and external agencies as required. 

	Supporting Maiden Erlegh Trust
	
The postholder may occasionally be required to support other schools in the Trust. 

	Main duties and responsibilities
	· Understand the role of the Operations Manager and deputise as necessary.
· With the support of the Operations Manager, manage the day-to-day administration duties within the school office, including dealing with correspondence, emails, telephone calls, letters, reports, reception cover, confidential correspondence, curriculum support, etc.
· Responsible for maintaining the Bromcom student database (including address updates, UPNs and ULNs, dealing with Census errors).
· Manage Year 7 Transition Process (inc. comms to parents and primary schools, updating of the allocations list, requesting CTFs and data and Coordinate the Year 7 Induction Day).
· Manage in-year admissions process in conjunction with SLT lead for admissions.
· Oversight of the Parents’ Evening process.
· With the support of the Operations Manager, coordinate school events and assist with school staff events.
· Deal with incoming and outgoing CTF queries in a timely manner for all Year groups.
· Manage Website Updates and social media platforms, updating regularly with school events and information and ensure that we are presenting a positive image of the school and the wider Trust at all times.
· Manage MCAS and Student Portal launch and administration.
· Gather information for a weekly HT Update and create PowerPoint slides.
· Line Management responsibility for the admin team.
· Emergency first aid cover.
· Comply fully with all relevant Health and Safety regulations, Safeguarding procedures and Risk Assessments. 

Any other duties that reasonably fall within the purview of the post which may be allocated after consultation with the post holder.

	Other requirements and responsibilities
	Enhanced DBS clearance required.



The Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
Maiden Erlegh Trust is an Ethical Leadership Pathfinder organisation and we are committed to safeguarding, equality and promoting the welfare of children and young people. We are also committed to having the highest expectations of pupil/students and staff, and supporting everyone to reach their full potential.  All employees of the school and Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.

	Signed:
Post holder
	

	Date:
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Maiden Erlegh Trust
Person Specification

	Role
	Senior Administrator
	School/Department
	Maiden Erlegh School in Reading

	Qualifications, training and education
	· NVQ Level 3 or equivalent
· First aid qualification or a willingness to undertake training

	Experience
	· Significant experience in a similar administrative environment
· Experience of working within a busy, diverse environment
· Knowledge of Bromcom packages or willingness to learn 
· Knowledge of and experience of using current marketing tools

	Skills and abilities
	· Excellent working knowledge of MS Office 
· Confidentiality
· Reliability
· Excellent people management and communication skills
· Good organisational skills – able to prioritise workload and work on own initiative 
· Tact, diplomacy, and sensitivity 
· Ability to work to tight deadlines
· A sense of responsibility
· Flexible approach to working and commitment to ongoing service and personal development (through self-evaluation and learning from others)

	Requirements specific to the role
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.
Willingness to work out of normal office hours (to cover school events)
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