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Job Description


Job Title:  Senior Administrator 
Scale: 5
Responsible to: Office Manager, Executive Officer & SLT 
Responsible for: Office and Admin
Manages: None
 
Purpose of Post: To support the Head Teacher, Leadership & Senior Management Team with the administrative and smooth running of the school, as directed by the Executive Officer. Responsibility for general reception, hospitality, administration, maintenance of pupils records and disseminating information. 

Equal Opportunities: The Leading Learning Trust has a strong commitment to achieving equality of opportunity in its service to pupils and the community and in the employment of people. It expects all employees to understand and promote this aim in their work. 

MAIN DUTIES & RESPONSIBILITIES

· To monitor and respond to the intercom system whilst having a high regard for safeguarding and security. Support the schools safeguarding procedures ensuring vetting checks are completed on all visitors. 
· To monitor the Admin supplies/stock using the schools procurement system to arrange stock ordering as necessary. 
· To be familiar with appropriate office software e.g. Bromcom and have a pro-active involvement with the use of ICT in the school. 
· Provide administration support to Leadership team - ensuring all information is treated confidentially and to have absolute discretion at all times.
· Add/maintain/amend and edit pupils details on Bromcom
· To answer the telephone in an efficient and professional manner, record and pass on messages as appropriate. 
· To greet parents / carers and visitors and deal with specific and general queries in an efficient and professional manner. 
· To assist with the provision of an efficient hospitality service.

General 
· To receive responses from parents and pass on to appropriate person. 
· To be responsible for dealing with all postal correspondence - opening and distributing internal and external post/correspondence as appropriate.
· To ensure visitors sign in and are provided with a visitor's badge in accordance to the Trust's security procedures. 
· To carry out robust check on visitor's identification in accordance with the Trust's safeguarding policy. 
· To be responsible for checking in daily supply cover and completing all necessary vetting documents
· To maintain daily staff / visitors signing in sheets.
· To ensure the efficient operation of the office, dealing with front line enquiries from staff, pupils and visitors whether in person or by telephone; passing on messages to the relevant member of staff. 
· To liaise with the Finance Assistant and Premises Officer in respect of deliveries.
· To provide typing, word processing and photocopying needs throughout the school Distribute mail for the school.
· To maintain a high and appropriate level of communication in writing, orally and electronically.
· To ensure all information is treated confidentially and to have absolute discretion at all times.
· Collecting payments for educational visits.
· To assist the Extended Schools Provision Leader collecting payments for After School Club,   Breakfast Club and After school activities.
· To support the collection of monies for staff lunches and provided the kitchen with correct numbers.
· Book packed lunches for educational visits Inform Kitchen of any changes to school meals.
· To book travel arrangements for educational visits across the school.
· To maintain a register for the collection of all monies relating to educational visits. 
· To monitor payments for residential trips and respective payment plans. 
· To be proficient in the use of Excel spreadsheets and other IT packages such as Word 
· Distribute whole school letters and correspondence, either on paper or Parentmail.
· Provide general clerical and administrative support.
· To provide general administrative support for Senior Leadership Team
· To make First Aid calls to Families. 
· To work flexibly to meet the needs of the school 


Pupil information, Attendance and Admission
· [bookmark: _GoBack]To ensure all appropriate pupil and staff information is input and kept up to date and correct.
· To ensure records of pupils and other data are recorded on Bromcom
· Ensure correct school dinner numbers are submitted to the School Kitchen
· Assist with admissions arrangements and procedures and Children’s File Transfer (CTF), including inputting data particularly during busy periods to support the office manager.
· Complete off roll processes safely in line with policies. 
· Assist with the smooth co-ordination of nursery and reception admissions
· Assist in ensuring absence is recorded and all parents/carers contacted regarding absences.
· Assist in ensuring the accurate recording and monitoring of pupil absences
· Booking of travel tickets and packed lunches for educational visits.

Other responsibilities

· To participate in the school’s performance management scheme, ensuring that performance standards and targets are set and met within the agreed time scales.
______________________________________________________________ 

These duties may be varied at the discretion of the Head Teacher or Governing Body from time to time to address the changing needs of the school and the development of the role.
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Portway Primary School is part of the Leading Learning Trust, a charitable company limited by guarantee and registered in England and Wales with company number 10028278.
The registered office of the trust is Selwyn Primary School, London, E13 OLX.




