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Administrator
Purpose:
To support the management of the academy in all main reception and administrative matters.
· To provide a professional and effective reception service of all visitors and pupils, in accordance with the security and safeguarding procedures.
· To effectively deal with email and telephone enquiries in accordance with data protection legislation;
· To communicate information to staff and parents using appropriate and efficient communication channels;
· To lead on the day-to-day administration of school admissions – parent contact, tours, collation of data etc
· To lead on pupil data processing and pupil files (electronic/paper) using the Arbor MIS system
· To support with the process of gathering and processing annual data collection information
· To ensure all data is stored efficiently and in accordance with the data retention guidelines
· To lead on the day-to-day administration of student absences and late arrivals on Arbor.  This includes managing of absence calls in and out, ensure that Arbor is updated daily investigating any missing data with class teachers, input of attendance data and maintaining accurate attendance records.  Providing overview of attendance issues to the Attendance Officer/Pastoral Team and the Senior Leadership Team, using efficient communication channels including CPOMS (where necessary).
· Responsible for the production of requisitions and distribution of orders, as requested and agreed by the Principal.
· Assisting in the maintenance of the Academy’s website and social media sites
· To provide timely and accurate reports (using Arbor and other software) to the school staff and leadership team, as and when required – including the Catering Team on meals
· To lead on the administration of the ‘Cool Milk’ and ‘Fruit for Schools’ scheme;
· To lead on all aspects of H&S with the direction of the Trust H&S Team.  Ensure the school’s file of risk assessments are maintained and updated annually or as changes arise and that all accidents/incidents are recorded and reported to the Trust in line with Trust policy
· Manage the administration of pupil medication in accordance with the school policy and the collation of medical/dietary needs of pupils 
· Ensuring that the confidentiality of sensitive data is not compromised.
· Any other responsibilities deemed appropriate to the level of the post
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