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AGATE MOMENTUM TRUST



JOB SPECIFICATION

___________________________________________________________________________________

Title of Job:
School Administration Officer


Grade:
Indicative Scale 4
Department:
Education

School:
Hallsville Primary School 



______________________________________________________________________________

JOB DESCRIPTION

___________________________________________________________________________________

PERSON REPORTS TO:
School Business Manager
PERSON SUPERVISES:
N/A
___________________________________________________________________________________

PURPOSE OF JOB:

To assist the Senior Leadership Team with the administration of the school and the maintenance of pupils records. To provide a welcoming reception to pupils, staff, parents and all visitors to the school.
____________________________________________________________________________________

EQUAL OPPORTUNITIES:

The Trust 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

1. To provide administrative support for the School Business Manager, the Head of School and the Executive Headteacher.
2. To provide an hospitable and welcoming ‘front line’ service to all visitors to the school and to deal with specific and general enquiries from pupils, staff, parents, governors and Trust members, the local authority, the DfE and other visitors and callers to the school, either in person, by telephone or by e-mail.

3. To perform all Human Resource Management functions including advertising vacant posts, processing application paperwork, arranging interviews, processing DBS clearance checks and liaising with candidates
4. To maintain the Single Central Record and to ensure that all new applications are registered on the update service. 

5. To be responsible for general administration of the school, maintaining all appropriate staff and pupil records on Bromcom and disseminating information.

6. To maintain the school website ensuring that all information is correct and up to date.

7. To manage free school meal information, carry out the relevant checks for 2 year old nursery pupils and to complete any school incident forms
8. To process online orders using the schools credit card (extended schools and breakfast club orders).
9. To support the Finance Officer with ordering stock, receiving goods and dealing with any queries or returns on orders.

10. To maintain the school’s asset management programme, Parago.

11. To support the School Business Manager with processing census returns and the provision of data required throughout the academic year by the local authority, the DfE and other agencies.

12. To manage the arrangements for booking training courses held at the school, for staff attending various CPD opportunities outside of the school and to ensure governing body and Trust board meetings are catered for.

13. To be responsible for all incoming and outgoing post.

14. To carry out filing and photocopying as required.

15. To produce the school newsletters, prospectus, leaflets, certificates and posters using saved templates.
16. To be responsible for entering information on to InVentry for staff and visitors and to register and monitor door and car park fobs.
17. Such other duties, within the competence of the postholder, which may be required, reasonably, from time to time.

Equal Opportunities

· Commitment to school policies on Equal Opportunities and Learning Support, including inclusion of students

· Commitment to continual raising of levels of achievement for all our pupils
· Confidentiality and sensitivity which are essential when dealing with parents and pupils of this multi-cultural school
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PERSONNEL SPECIFICATION

All requirements listed in this specification must be:

a) Essential to the post

b) Assessable within the selection process

SKILLS:

· Ability to operate/learn to operate information technology systems efficiently and accurately.

· Clearly developed organisational skills.

· Able to think on their feet and to manage diverse situations as they arise.

EXPERIENCE:

· Have worked in a customer-facing environment.

· Has experience of working with ICT across a range of programmes.

· Experience of working in a busy office environment.

ABILITIES:

· To work under pressure to tight deadlines.

· To prioritise and organise workload.

· To exercise confidentiality and discretion.

· To communicate effectively.

EDUCATION:

· Evidence of regular continuing professional development throughout career.

· Educated to at least ‘A’ level standard / BTEC / NVQ Level 3.

· Clear and concise spoken and written English.

QUALITIES:

· Clear record of good punctuality and attendance.

· Honesty and integrity.

· Loyalty and professional confidentiality.

· Friendly, personable approach.

· Flexible and positive in their approach to their work.
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