 Primary School

Job Title: 		Administrative Officer

Grade:	 	Scale 4 

[bookmark: _GoBack]Reports to:		Deputy Head Teacher and Office Manager.

Staff Supervised:	This post has no supervisory responsibility



PURPOSE OF JOB:

The Administrative Officer will assist the Headteacher and the Senior Leadership Team with the administration and smooth running of the school, including disseminating information and being the public face of the school.


Key Tasks and Accountabilities
Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder. This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.
To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards for self and others.
To be responsible for all aspects of the day-to-day organisation and maintenance of the school office and its procedures to include:

1.     To deal with admissions to the school, assisting parents with information and maintaining pupil records

2.     To word process a variety of materials e.g. letters and bulletins

3.     To desktop publish documents and resources

4.     To assist with school meals administration, collecting dinner money and processing accounts as and when school meals are paid for

5.     To deal with routine administrative procedures relating to pupil attendance and punctuality reports, staff absences, pupils medicals, transfers and filing

6.     To implement and operate aspects of the schools administration using the MIS system

7.     To assist in collating trip information such as permission slips, travel tickets, checking payments and arranging school packed lunches etc.

8.     To manage the organisation of after school clubs including forms, allocations, letters and registers

9.     To provide administrative support for processing pupil records

10.  To receive telephone enquiries, calls in person from parents and the public, giving relevant information when appropriate

11.  To deal with routine correspondence

12.  To keep the resources inventory accurate and up to date

13.  To operate the system for the borrowing and return of these resources
 
14.  To ensure that resources are provided when needed and returned on time
 
15.  To ensure that the spaces where resources are stored are kept tidy, organised and accessible

16.  To ensure that losses, breakages and deficiencies, either in quality or quantity, are referred to the appropriate lead
 
17.  To work flexibly to ensure that school priorities are met

18.  To be tactful and have respect for the need for confidentiality to all concerned including members of staff, parents, children and visitors

19.  These are intended to be a guide to the range and level of work expected of the post holder.  It is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such reasonable duties, which may be required.

20.  Any such other duties within the competence of the post holder as necessary when requested by the Headteacher.
 

This job description may be amended at any time after discussion with you, at the discretion of the Headteacher or Governing Body, to address the changing needs of the school and the development of the role.


EQUALITY AND DIVERSITY
We are committed to the promotion of equality and diversity in all aspects of employment with Avenue Primary School and the London Borough of Newham.  All employees are expected to understand and comply with our Equality and Diversity Policy in the course of their work.  


SAFEGUARDING CHILDREN
Avenue Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.


Administrative Officer:	……………………………………….  	Date:
 
Headteacher:		……………………………………….…………       Date:
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	IMPORTANT INFORMATION FOR APPLICANTS

	
The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.
 



	
CRITERIA

	
METHOD OF ASSESSMENT

	
EQUALITY AND DIVERSITY

	
We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:



	Application Form/ Interview/ Certificate/Test (delete as applicable)


	QUALIFICATIONS:

An excellent standard of literacy and numeracy.


	Application Form/ Interview/ Certificate/Test (delete as applicable)


	EXPERIENCE:

Experience of using SIMS is essential.

Experience is essential in all routine administration tasks and responsibilities sufficient to enable the post holder to undertake work without constant supervision.  Flexibility of work habits will also be essential, ability to work to demanding deadlines and manage stressful workloads for short periods


	Application Form/ Interview/ Certificate/Test (delete as applicable)


	SKILLS AND ABILITIES:
Ability to undertake exceptional as well as routine administration tasks.

Ability to undertake word processing and desktop publishing efficiently and accurately, using information technology such as Microsoft and Google applications.

Ability to organise workload with appropriate supervision.

Ability to organise and prioritise workload to meet work requirements with minimal supervision.

	Application Form/ Interview/ Certificate/Test (delete as applicable)


	PERSONAL STYLE AND BEHAVIOUR:

Able to communicate with staff, parents and children, with a high level of interpersonal skill and confidence.  A positive approach is essential.

	Application Form/ Interview/ Certificate/Test (delete as applicable)

	OTHER SPECIAL REQUIREMENTS:

(Such as willingness or ability to work out of hours, driving licence, etc. but only if an essential job requirement).

	Application Form/ Interview/ Certificate/Test (delete as applicable)



