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	Post Title:
	ADMINISTRATIVE ASSISTANT

	Purpose:
	Under the direction of Office Manager/SENCO to provide an administrative service to the SENCO and the SEN department.


	Reporting to:
	Office Manager/SENCO

	Salary / Grade:
	Romero Grade 3

	Disclosure Level:
	Enhanced

	Main (core) Duties:
	Key Responsibilities:
· Provide an efficient administrative service to the SENCO, working in close liaison with other administrative staff.
· To act as point of contact for staff, parents and pupils to support with the SEN department, ensuring safeguarding is at the forefront of every conversation and decision.
· To provide administrative support to wider faculty if needed.

SEN Administration Compliance:
· Collating SEN information & ensuring it is accurately recorded into the schools MIS & SEN systems.
· Assisting the SENCO in the creation of support plans for students.
· Preparation and dissemination of the medical register for both staff and
students.
· Co-ordinating parental appointments for SEN matters.
· Act as liaison with the Exams Officer to co-ordinate special exams
arrangements for students.
· Collating & submitting information necessary to obtain SEN funding

   General Administrative Tasks:
· Assist with the input of pupil data onto MIS as and when required.
· Undertake general filing, photocopying and other routine tasks.
· Ensuring accurate handling and relaying of messages through various channels to staff and pupils, in line with compliance policies.
· Responsible for ensuring work spaces are kept organised in line with compliance, health & safety and safeguarding guidelines
· To cover reception on an occasional basis in times of staff shortage

	Additional Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.
· Responsibility for the Catholic Life of the school.

	Other Specific Duties:
	Make a positive contribution to the wider life and ethos of the school.

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 job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

All staff are responsible for promoting and safeguarding the safety and welfare of children and young people.

All duties and responsibilities must be carried out with due regard to Cardinal Wiseman School's Health & Safety Policy

Post holders will be accountable for carrying out all duties and responsibilities with due regard to Cardinal Wiseman School's Equal Opportunities Policy

Duties which include processing of any personal data must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998).

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

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






















	
	Essential
	Desirable
	Evidence

	Qualifications/Education:
	
	
	

	4 GCSE'S or equivalent Grade A-C or equivalent to include English & Maths
	ü
	
	

	Knowledge, Skills & Experience: 
	
	
	

	An understanding of administrative procedures.
	ü
	
	

	An understanding of school communication channels, including using Arbor MIS
	
	ü
	

	An understanding of digital communication channels including social media platforms
	
	ü
	

	Experience in producing formal modes of communication on behalf of an organization e.g. letters, emails and articles
	ü
	
	

	Working successfully and  cooperating as a member of a team.
	ü
	
	

	Excellent numeracy, literacy and IT skills including word and excel
	ü
	
	

	The ability to communicate effectively across the organisation
	ü
	
	

	Evidence of ability to meet deadlines and work under pressure whilst maintaining a high level of accuracy and attention to detail
	ü
	
	

	Willing to undertake training to fulfil the needs of the role and   support the Academy.
	ü
	
	

	Able to record and present information in a neat and legible way.
	ü
	
	

	Able to stay calm with difficult visitors and follow agreed guidelines for such situations.
	ü
	
	

	Able to recognise the importance of, and maintain security and confidentiality within the guidelines of GDPR.
	ü
	
	

	Able to provide flexible support to meet operational needs.
	ü
	
	

	Proven clerical background covering activities such as filing, maintenance of records, using the telephone, dealing with people.
	ü
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