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Title of Job:	Administrative Officer				Grade: 5
Hours/weeks: 36 hours p/w - Term time only			Salary: £30,033 - £31,440 
Employer:	Agate Momentum Trust					Contract: Permanent
Hallsville Primary School
DBS Check: 	Enhanced						Closing Date: 07/11/2024
__________________________________________________________________________

JOB SPECIFICATION
__________________________________________________________________________

PERSON REPORTS TO:	Business Manager
___________________________________________________________________________

PURPOSE OF JOB

To provide secretarial and administrative support to the school office. 

To be responsible to the Head Teacher / School Business Manager for the effective and efficient management, maintenance and development of administrative systems with the school.

To be responsible to the Head Teacher / School Business Manager for the day to day management of the school premises.

EQUAL OPPORTUNITIES

The Council has a 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 undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards and taking decisions leading to changes in important procedures and practices.

General

1. General administration of the school, maintaining all appropriate records, disseminating information etc. 

2. To provide secretarial and administrative support.

3. To use information technology effectively, carrying out word processing and other functions as required.

4. To undertake photocopying and filing as necessary, dealing with correspondence as required.

5. To provide a hospitable and welcoming ‘front line’ service to all visitors to the school and to deal with specific and general enquiries from Staff, Parents, Governors, L.E.A, visitors and callers, either in person or by telephone.

6. To communicate effectively, both orally and in writing, with Council Departments, inside and outside agencies, parents and the local community, representing the school’s interests and presenting its positive image.

7. To complete required forms LEA, DCSF and any other relevant bodies.

8. Day to day maintenance of the Computer network system, including backing up procedures, the use of the Internet and E-mail System.

9. 	To attend relevant training session and cascade such information to other team members.

10. 	To attend meetings where and when directed, in order to take minutes and arrange their 	production and distribution.

11. 	To assist the School Business manager to ensure that policies, health and safety procedures         	and the website are kept up to date.

12. 	To liaise with external agencies to e.g. NHS, Local Authority, other external groups to organise and supervise events & appointments

13. 	To comply with GDPR and ensure all personal data is kept safe and handled according to 	GDPR.

14. 	To liaise with SENCo and SLT in order to type and update relevant documents on a regular basis. 

Pupils

1. 	Ensuring all school admission packs are kept up-to-date and distributed and all pupils are 	inputted correctly into Bromcom.

2. 	Maintaining appropriate pupil records and producing information returns and statistic details as required: Complete registration for pupils attendance, text parents in regards to absence, input reason for absence on SIMS, producing daily fire registers, producing absence reports, printing official registers and liaising with the learning mentor, weekly 100% report.

3. 	Ensure data entry e.g. free school meals, admissions, contextual uploaded onto MIS etc. is carried out in a timely, efficient manner.

4. 	With the assistance of the School Business Manager maintain a waiting list for the Nursery and Reception. Making arrangements for Nursery, Reception admissions and unplanned admissions.

5. 	With the assistance of the School Business Manager to manage the administration of School Meals and liaise with Pupil Services regarding free School Meals

6. 	With the assistance of the School Business Manager liaise with Pupil Services with regard to mid-phase admissions.

7. 	To create and send Common Transfer Files.

8. 	With the assistance of the School Business Manager arrange for primary transfers.

9. 	To procure and maintain lists of all extra-curricular activities and clubs and liaise with outside 	club providers and parents. Maintain club database on Google Drive.

10. 	To maintain staff professional development records and training certificates. 

11. 	Ensure medical lists and photography consent lists are maintained, correct, up to date, and 	shared with relevant members of staff


Summary

1. To be flexible to the needs of the school as determined by the Head Teacher

2. To deal with any matters, within the competence of the postholder, at the direction of the Head Teacher / Business Manager.
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