Sheringham Nursery School and Children’s Centre 

Senior Administrator

Job Description

Grade SO1
Person Reports to:

The Senior Administrator will report to the Headteacher.

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.

Job Purpose

To provide a high-quality service to the Headteacher and Senior Leadership Team (SLT), supporting them in their role and making use of up to date technology and customer care strategies. To provide proactive, innovative support and advice, that enhances the effectiveness of their work.  

To provide high quality support to the Headteacher and Senior Leadership Team (SLT).  The Senior Administrator will be required to work closely with the external business support, Headteacher and the Senior Leadership team to keep projects under review and create and develop systems to support adequate tracking and promotion of these projects as they develop.

Person Line Manages (3 staff)

· Administration Staff

Job Context

1. The Senior Administrator reports to the Headteacher
2. The Senior Administrator has line management responsibility for the Admin Team.
Duties and Responsibilities

Duties and responsibilities are intended to be a guide to the range and level of work expected of the Senior Administrator.  This is not an exhaustive list of all tasks that may fall to the Senior Administrator, and employees will be expected to carry out such other reasonable duties which may be required from time to time.

1. To continually develop, implement and review procedures and systems to ensure that a best value service is provided that meets the needs of the school.

2. To carry out day to day finance related tasks, including the management of ordering and invoicing using the FMS system.

3. Manage day to day Human Resources; keeping SIMS up to date and issuing letters as required

4. To work with the Headteacher and SLT to organise events or visits, accompany them if required and provide support as necessary.

5. Research information and prepare high quality reports and correspondence.

6. To keep up to date with local and national developments in Education and ICT.

7. Be aware of and comply with Education legislation, policies and procedures relating to schools, data protection and freedom of information.

8. To manage deadlines and priorities ensuring high quality work is produced with minimum supervision.

9. To act as liaison in the absence of SLT and promote the school positively and enthusiastically as and when required.

10. To lead on advising others in the use of Information Technology, and Microsoft Office, Excel, Word databases, e-mail and Internet applications in the storing, retrieval and presenting information in agreed formats.

11. To be the lead person in training existing and new admin  staff in the use of office equipment 
12. To initiate correspondence with minimal recourse to senior management and to prepare draft/final letters and memoranda for the signature of the Headteacher and SLT.

13. To deal tactfully, confidentially and effectively with all telephone enquiries or personal callers and to liaise with senior staff in outside organisations.

14. Responsibility for the maintenance of a computerised diary, booking school rooms as requested and remind SLT of appointments and messages, take action notes.

15. Be an effective team member through active participation at team and other meetings, sharing best practice and developing effective working relationships taking part in appropriate staff development training as necessary.

16. To implement the school’s equal opportunities policies fully, and to work actively to overcome and to prevent discrimination on the grounds of race, sex disability, sexuality or status in any part of the project.

17. To carry out any other duties in line with the purpose and grade of the post and work flexibly in a rapidly changing environment to achieve stated objectives.

Personnel

1. To be responsible for general personnel matters.  Ensuring the clearance for new staff has been obtained via DBS, list 99, medical checks through liaison with Newham personnel department and to maintain the single central record.

2. To maintain confidential staff records and to ensure that staff records held in the school by others are kept confidential.

3. To be responsible for maintaining up to date staff contracts records.

4. To control, prioritise and distribute workload and manage administrative staff accordingly.

Person Specification

Job Title:

Senior Administrator
EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within Sheringham Nursery School.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

PROTECTING OUR STAFF AND SERVICES

Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.

Confidentiality

Your obligations of confidentiality under this clause shall not prevent you from raising genuine concerns about healthcare, or a belief that criminal conduct, breach of a legal obligation, health and safety breaches or damage to the environment has been, is being, or is likely to be committed, or any information tending to show any of the above has been, is being, or is likely to be deliberately concealed provided that such disclosure is made in good faith and in accordance with the provisions of the Public Interest Disclosure Act 1998.

	KNOWLEDGE:

· Proven experience and application of ICT systems   

· Sound understanding and appreciation of equal opportunities

· Experience of budget management and control


	Application Form/Assessment/Interview

Application Form/Interview

Application Form/interview




	QUALIFICATIONS:

· None specific


	

	EXPERIENCE:

· Proven track record of very good administrative skills

· Proven track record of delivering against set objectives

· Sound knowledge of the importance of maintaining accurate and robust data/information

· Experience of taking a lead role in project management in an organisation

· Proven experience of leading, organising and directing the work of others

· Experience of and ability to respond quickly to changing circumstances whilst maintaining a clear view of overall priorities
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	SKILLS/ABILITIES/COMPETENCES:

· Excellent oral and written communication skills

· Excellent project and process management skills.


· High level of interpersonal skills; able to establish good working relationships with colleagues in the school and children and families and staff in other agencies.
· Well developed ability to be proactive, self-managing, highly organised, problem-solving and planned.

· Able to work on own initiative and to manage time efficiently.
· Able to manage conflicting deadlines and to work well under pressure.
PERSONAL STYLE AND BEHAVIOUR


· Demonstrates high standards of integrity, honesty and fairness expected in public services.
· Strong personal commitment to equal opportunities.

· Strives for continuous performance improvement and achievement and encourages others to do so.
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