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Administrator 
	Job Category:
	Support Staff
	Grade
	Lincolnshire Grade 5 Point 12 to 15

	Reports to:
	Line Manager/Headteacher
	Line manages:
	N/A


Purpose of the Role

To assist the administration team in the provision of clerical and administrative duties.

Key Duties and Responsibilities

· To carry out telephone, reception and messenger duties. 
· To provide administrative support, including filing, word processing and data input.
· To answer, manage and direct all telephone calls to the school efficiently and effectively.
· Assist with the processing of Purchase Orders, chasing deliveries, receipting of goods, follow up queries and communication wit school staff regarding their orders
· To open and distribute incoming mail, record and send outgoing mail.
· Deal with all administration in respect of the admission of new pupils to Foxfields 
· Ensure all pupil records and files are kept up to date including the Lev3 information and all paperwork filed 
· Issue individual letters to parents as needed and also send letters via the school Bromcom MIS system
· To assist in the compilation and maintenance of registers.
· To liaise with parents as directed regarding issues relating to individual pupils, including investigating absences and recording as necessary.
· Welcome and facilitate the signing in of all external visitors and stakeholders via the online system and issue ID badges
· Ensure school fobs are allocated to all current staff, monitoring and adjusting individual access as required
· School stationery – order stock and required and monitor levels of stock held in school 
· Provide monthly attendance data to Transport as required
· To handle cash in line with the school’s finance policy, which may include collecting money from pupils and parents.
· To input data onto computerised systems e.g. Bromcom MIS system.
· Maintain registers school trip payments and other funded activities.
· Administration of automated parent pay system in respect of school meals
· Organise and distribute vouchers to replace Free School Meals for school holidays and closures
· Responsible for the administration of Pupils Consultations, liaising with the Headteacher and issuing responses as directed
· To organise and timetable EHCP reviews for the academic year, liaising with teachers, parents and external parties.
· To meet deadlines for collating and distributing information for EHCP reviews.
· To effectively process all paperwork after the EHCP review meeting, distributing to colleagues and external professionals as necessary.
· Update the school website as directed by the Headteacher
· Monitor and respond to the school’s generic email
· Monitor Anycomms inbox
· Administer routine and emergency medication as required
· Complete the daily attendance return for Looked After Children within the Child’s Local Authority Welfare Team
· Weekly update of the Pupil Awards Document
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· The postholder is expected to fully engage with the Trusts performance management process.
· To demonstrate the core values of the school and Trust at all times.
· To attend staff meetings and Trust-based INSET as required.
· The postholder is required to carry out the duties in accordance with our Health & Safety policies and procedures 
· To maintain at all times the utmost confidentiality with regard to all reports, records, personal data relating to staff and pupils and other information of a sensitive or confidential nature acquired in the course of undertaking duties for the Trust, with due regard to General Data Protection Regulations.
· The duties and responsibilities in this job description are not exhaustive.  The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post.  Any such duties should not substantially change the general character of the post.  Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.
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	Signed:
	
	Date:
	



CIT is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. This post is subject to references and an enhanced DBS disclosure check.  Applicants will also be subject to a Social Media presence check.
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