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[bookmark: _k16awyx93k0h]Leading Learning Trust – job description and person specification: 

[bookmark: _fodqbp3x9lur]Senior Administration Officer (Personnel)
[bookmark: _jkpz4quco01v]This job description and person specification applies to this role at Selwyn Primary School and Portway Primary School.  
 








JOB DESCRIPTION AND PURPOSE - SENIOR ADMINISTRATION OFFICER (PERSONNEL)
Grade: Scale S01
Based at: Portway Primary School 
Reports to: Office and School Leadership Teams
Supervision of: Office staff and other administrative staff as required
Responsible for: The post holder will be responsible for the efficient administration of the school's HR systems, functions and procedures and maintaining accurate staff records. He/ she will maintain the Central Record for the school. He/she will contribute to a sympathetic and friendly general office and front-line contact services, liaising with parents, staff, outside agencies and governors.  The post-holder will also be responsible for providing secretarial and administrative support to the school leadership team, in a variety of ways, and as directed.
Accountable to: Executive Office Manager and Head teacher
Budget: the postholder has no budget responsibility
Other requirements: This post is subject to an enhanced DBS check, and is exempt from the Rehabilitation of Offenders Act (1974)
PROTECTING OUR CHILDREN - SAFEGUARDING
Everyone who comes into contact with children and their families has a role to play in safeguarding children. We recognise that staff at our school play a particularly important role as they are in a position to identify concerns early and provide help for children to prevent concerns from escalating. All staff are advised to maintain an attitude of ‘it could happen here’ where safeguarding is concerned. When concerned about the welfare of a child, staff members must always act in the best interests of the child.

PROTECTING OUR STAFF AND OUR RESOURCES – HEALTH AND SAFETY 
Adherence to health and safety requirements, which includes proper risk management processes, is required from all staff at school in so far as this is relevant to their roles.  All staff are expected to understand their responsibilities for protecting and promoting the health and safety of all children and colleagues.
EQUAL OPPORTUNITIES
The Leading Learning Trust has as strong commitment to achieving equality of opportunity in both its services to the community and in its employment of people, and expects all staff to understand and to promote its policies in their work.
[bookmark: _gjdgxs]PURPOSE OF JOB
[bookmark: _2ty6gd6ng57]Key tasks and accountabilities
[bookmark: _abkaxbi6d6ov]Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder. This is not exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out other reasonable duties which may be required from time to time.
[bookmark: _h04czp2xe83x]Duties and responsibilities
[bookmark: _ht23bjgplobe]A - Personnel
· [bookmark: _1y318o3uquyr]To maintain appropriate confidential staff records and training record details; producing information returns and statistics details as required - including ensuring personnel details on Bromcom and contracts are correct (as on establishment list) at all times.
· [bookmark: _cpor1oi8flfh]To manage the whole recruitment process in school, including managing the applications process.
· [bookmark: _a1tg53r054np]To liaise with Newham Partnership Working (npw) [or with any other future provider in this area] to advertise vacancies and collect applications.
· [bookmark: _n142q4p2hul0]To be responsible for acquiring references for candidates who have applied for a position at school.
· [bookmark: _okosgy4rkd11]To be responsible for checking new staff documentation, ensuring a smooth on-boarding and induction process.
· [bookmark: _ckuk1z3n86wa]To work closely with the Head teacher regarding the implementation of any agreed staff contractual changes.
· [bookmark: _ggrv29my33cg]To manage SSAP and TAPP forms and submission to npw.
· [bookmark: _1csa831g37bi]To act as a point of contact for any staff contractual or payroll queries.
· [bookmark: _hkswcwhpv50]To be responsible for the School Workforce Census on an annual basis.
· [bookmark: _5o5lcq78wxwc]To liaise with the trust finance team regarding staffing budgets as and when required.
· [bookmark: _rybgh3uojbve]To manage staff absences which includes: entry to Bromcom, submission of returns to npw, running of regular monitoring reports, and flagging any areas of concern to school leadership.
· [bookmark: _h6phezcklm0f]To be responsible for maintaining the school’s Single Central Record.
· [bookmark: _b281fjs4yjo5]To ensure that Safer Recruitment Training Certificates are current and to arrange for refresher training when required.
· [bookmark: _abwzn0sh7xlm]To check all overtime claim forms, before authorisation and sending to Payroll for processing.
[bookmark: _nvl15s2jyes5]
[bookmark: _8lyti61yn7r6]B - Line management duties and responsibilities
· [bookmark: _t7u5vkrmug9r]Responsibility for the line management of school front office staff.
· [bookmark: _3r1isgkujrj8]Responsibility for the line management of all midday supervisory staff, including arranging for suitable cover as and when required.  
[bookmark: _kg5uq7muqo3x]C - Specific administrative duties
· [bookmark: _8lmm0uzczivc]To manage the school diary for all staff, relating to appointments, meetings, training courses, school visits and extra-curricular clubs on a daily basis.
· [bookmark: _3fze6qi8p01u]To assist other staff within the school, as directed by the Head teacher and the school leadership team, to meet the evolving needs of the school.
[bookmark: _8fh6r3vhlz0h]D - Secretarial and administrative support to the school leadership team
· [bookmark: _fwxk8ylrv2b]Working directly for the school leadership team, supporting them as required across a range of diary, administrative and secretarial functions as directed.  This support will, by necessity, be of a changing nature, in order to support evolving school priorities.
[bookmark: _fjybfpgk3grr]
[bookmark: _mh65psqp7d0i]
PERSON SPECIFICATION
	[bookmark: _sqby8p2sz03b]IMPORTANT INFORMATION FOR APPLICANTS
[bookmark: _sqby8p2sz03b]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.


[bookmark: _9xz2mots3lc2]
[bookmark: _sqby8p2sz03b]

PERSON SPECIFICATION - Continued
	[bookmark: _9xz2mots3lc2] 
[bookmark: _9xz2mots3lc2]FACTOR
	[bookmark: _9xz2mots3lc2] 
[bookmark: _9xz2mots3lc2]REQUIREMENT
	[bookmark: _9xz2mots3lc2]METHOD 
[bookmark: _jae4i6tmkwpz]OF ASSES-
[bookmark: _yhioa41fqkiv]MENT

	[bookmark: _9xz2mots3lc2] 
 KNOWLEDGE / SKILLS
 
 
 
	 
Ability to undertake a wide range of clerical tasks / procedures.  Excellent inter-personal, planning and organisational skills.
 
Must be proficient in all Microsoft Office Applications and G Suite applications.
 
Must be proficient with using cloud-based personnel databases (eg. Bromcom).
 
Effective written and verbal communication skills – ability to compose letters with fluency
 
Ability to work on own initiative and be decisive.
 
Ability to work as a member of a collaborative team.
  
Ability to relate to all personnel within the school environment.
 
Ability to approach all confidential matters with discretion, sensitivity and diplomacy.
 
	  
Application Form / Interview

	 
EXPERIENCE
 
 
	 
Working experience of routine clerical tasks and responsibilities sufficient to enable post holder to undertake work without constant supervision, to be able to lead and manage staff and to demonstrate a willing and flexible approach to new tasks and changes in requirements, in order to meet the evolving needs of the school.
	 
Application Form / Interview

	 
EDUCATION
 
	 
The successful candidate to be educated to at least ‘A’ Level standard or equivalent.
 
Excellent numeracy and literacy.

Fluency in all Microsoft Office and Google applications. 
 
	 
Application Form / Interview
 
 

	 
CONFIDENT-IALITY
	 
Ability to exercise confidentiality and discretion on sensitive matters.
	 
Interview

	 
COMMUN-
ICATION
	 
Ability to communicate effectively with pupils, parents, governors and other staff both in school and across the trust.
	 
Interview

	 
TEAM WORK
	 
Ability to work as a member of a team.  Ability to work flexibly in order to meet the needs of the school.
	 
Interview

	
	A valid DBS disclosure.
	Application Form


[bookmark: _h539cimo8t8k]
[bookmark: _9u6hnjcwr9zp]
[bookmark: _pl8875b0wnwr]
[bookmark: _2ehb0ruqdw3u]
[bookmark: _bx1mt5c0mutq]
[bookmark: _ts2f4ld0dcs]
[bookmark: _73dptbia5t4t]
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 Selwyn Primary School and Portway Primary School are part of the Leading Learning Trust.
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