MARYLAND PRIMARY SCHOOL




JOB SPECIFICATION


TITLE OF JOB:
ADMINISTRATION AND TECHNICAL MANAGER
Grade Scale 5
DEPARTMENT:
Education

SECTION:
Primary


JOB DESCRIPTION


PERSON REPORTS TO:

Head Teacher

PERSON SUPERVISES:

No supervisory responsibility


PURPOSE OF JOB:
Purpose of job is to undertake a range of clerical and   technical tasks.           

To assist and support the work of the school.


EQUAL OPPORTUNITIES:
The Council has strong commitment to achieving

equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.


DUTIES AND RESPONSIBILITIES:

To carry out the following routine duties without supervision.

· To work with Finance Officer on the maintenance of office records.  To deal with routine administrative procedures relating to pupil attendance and punctuality reports, staff absences, pupils medical, transfers and filing. In addition, to take charge of whole school technical resources, such as Bodet, Life Channel pods, the school websites, electronic SMS & cash collection system, electronic security systems.
· Collation and recording of basic statistics for budgetary reports and DFE use – data input. In addition, devise electronic stock control system linked in with the budget and support Welfare Officer in using the system.

· Dealing with written and verbal enquiries from members of the public, families, and staff and outside agencies.


· To pass on communications to members of staff particularly instructions, messages and requests for information.


· Operation of new technology e.g. word processing, databases, spreadsheets (with training where appropriate). Be the Chrome ‘champion’ for office staff and lead on this innovation with non-classroom staff.
· Ensure all mailing lists are updated by a reminder email when new staff start.


· Drafting of letters and memos, demonstrating a fluent, grammatically correct level of written and spoken English and independence in written recording and reporting.

· Performing a variety of office duties including photocopying, filing, typing, taking telephone messages, mailings etc, and devising office systems. Ensure fully skilled in use of school printer including trouble-shooting, supporting staff with reprographics.

· To work within agreed timescales, seeking advice and instruction from senior staff where necessary.


· To carry out any other duties in line with the purpose and grade of the job.


· Covering for reception duties.


· Maintaining Head Teacher’s administrative systems for Governors, Health and Safety, Recruitment, PTA and School Improvement planning.


· To work with Postholders preparing grids and timetables for all areas of the curriculum using ICT in the preparation of these tasks. In addition, using publishing programme/s to assist with school communication e.g. design attractive and professional monthly newsletter, leaflets, posters etc.
· Be familiar with the audio-visual equipment in the school and how to set up and operate these, supported by the ICT & Computing co-ordinator.
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