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	Job Title:
	Administrator Including Cover and Attendance.

	Responsible to:	
	Office Manager / PA to the Head of School

	Grade:	
	Scale: D
Point: 5-6

	Hours of work:
	7am – 2pm Monday –Friday
32.5 hours per week (1/2-hour lunch break)
Term time plus 1 week



	Core Purpose:


	1. To provide effective and efficient administrative and secretarial support
2. To work effectively as a member of the attendance team.
3. To arrange cover/supply teachers when needed to cover lessons for absent staff.
4. To promote a positive image to all, through ways of working and in communication with others 
5. To liaise and communicate effectively and efficiently with others to ensure coordination of activities and approach
6. Maintaining good public relations; assisting visitors to the school in a calm, sympathetic, efficient and helpful way together with promoting a positive image of the school.
7. To provide efficient, polite and effective reception service when needed




	Key Areas of Responsibility:


	1. To liaise with existing supply and cover teachers to ensure all lessons are covered during staff absence.
2. To liaise with outside supply agencies for long term staff absence where required.
3. To be responsible for monitoring the recording of student attendance, including the efficient maintenance of electronic registers, correct attendance codes and confirming reasons for absences.
4. Complete reprographic requests for colleagues, including scanning, laminating, binding etc
5. Co-ordinating internal and external incoming/outgoing mail as and when required
6. Arranging for student files to be posted, as and when required 
7. To update and maintain the Fire Evacuation List (staff)
8. Politely answering the telephone, forwarding calls, dealing with queries or taking and passing on accurate messages as appropriate, including regularly monitoring the reception email inbox.
9. Emergency First Aider (training will be provided)
10. Provide administrative support as and when required to different departments, Leadership Team or other office staff. 
11. Undertake student filing, as and when required, ensuring student files are left well-organised and tidy
12. Word processing duties as required
13. Arbor communications to be sent, as and when required (i.e. removal text messages, etc)
14. Ensuring appropriate confidentiality is kept at all times



	Health and Safety


	1. Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.
2. Co-operate with the employer on all issues to do with Health, Safety & Welfare




	Continuing Professional Development


	1. In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with developments related to your role which may lead to improvements in the provision of the academy.
2. Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available.




	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this role profile.

Employees are expected to be courteous to colleagues and students, providing a welcoming environment to visitors and telephone callers.

This role profile is current at the date shown, but in consultation with you, may be changed by Head of School to reflect or anticipate changes in the job commensurate with the grade and job title.
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