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Job Description


Job Title:		Administration Support

Salary:		Grade 2 = £25,185 - £25,583 - pa FTE
			Actual salary = £22,773 - £23,133 pa

Hours:			37 hours per week.  Term-time plus 3 weeks (including 1 week of
training days).  Two weeks (variable - to be agreed with SLT) to be 
worked during summer holidays to ensure Reception is covered and 
data entry is complete for start of new term
			
Mon 8.00am – 4.30pm, Tues – Thurs 8.00am – 4.00pm, 
Fri 8.00am – 3.00pm

Responsible to:	VP – Behaviour & Culture


Vision and Purpose

To provide a high-quality administrative service for parents, visitors, staff and students

To provide daily admin support to the Pastoral Team:

· All, time sensitive, administration with regard to fixed term and permanent exclusions, including liaison with relevant staff, clerk to governors and local authority
· Regular data entry into school management information systems including generation of daily and weekly reports 
· Send communications to parents via our messaging service
· Typing of minutes from written notes
· Weekly distribution of documentation to Heads of Year and other pastoral staff.  To include any filing or scanning, as required
· Attend weekly meeting and subsequently log any initiatives on Arbor
· Weekly check of Reflection Room resources, to maintain work booklets and stationery
· Be student facing to support pastoral team by being part of the Reflection Room staffing.

Other duties:

· To assist with Reception cover when and where required 
· To undertake First Aid training to assist the designated First Aider, as and when necessary
· Make Attendance calls each morning, as directed by senior staff
· Admin support for SLT as and when required
· Any other tasks to ensure the smooth operation of the Team Admin service

As part of Team Admin, the postholder will be expected to take part in contingency planning to ensure consistent admin support across the whole of the academy. 

The post holder must, at all times, carry out his/her responsibilities with due regard to the Academy’s policy, organisation and arrangements for health & Safety at Work.








Performance Management

Participating in the Academy’s arrangements for performance management, professional development and the Academy’s arrangements for quality assurance and internal verification.

General Responsibilities

Undertake reception duties including answering telephone and responding to routine queries and enquiries: greeting visitors (if required).

To undertake such other duties appropriate to the grade of the post as the Principal may from time to time reasonably determine.

Context

All staff are part of the whole Academy team.  Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy Improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a busy pressurised environment. 

Due to the nature of this job, it will be necessary for the appropriate level of Disclosure & Barring Service check to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.


Signature of post holder: ………………………………………………………………………………..


Print Name: ………………………………………………………………………………………………


Date: ………………………………………………………………………………………………………
image1.png
Adobe Reader
Tools Window Workste Help x

e p]is 1©®ww-i 5 [ i

BROSCA logos v3 05 06 0¢
Fle Edt Vew Document

ORMISTON SANDWELL
COMMUNITY ACADEMY

1654x 11691

= — e
Page 1 Sect 41 Azm o cl1 ReC TRk BT OR OX

Wistart| |3 @ 5~ ) | [~ Inbox-Micrasoft Outlook | 1) Foor plan (#833126v1<... [ 05CA logos v3 05 06 -





