Wandsworth Borough Council

Children’s Services Department

School Administrative Officer 

Wandsworth Hospital and Home Tuition Service
SO1 - PO1 (dependent on experience)
Spine Point 23 – 31 
Pro rata for Term Time Only (40 weeks per year)
Full time (36 hours per week)
From £35,593 actual (£39,150 FTE) for 36 hours pw/40 weeks
The postholder will be responsible to the Head teacher, Hospital and Home Tuition Service for undertaking administrative, financial, and organisational processes within the Pupil Referral Unit (PRU).

ADMINISTRATION AND ORGANISATION 

Summary of main conditions of service and full job description evaluated according to the Council’s Job Evaluation scheme.

Duties Include:
· To develop and oversee administrative, financial, HR and organisational processes within the school.  
· To support all members of staff in following administrative, financial and organisational processes

· To lead, research and develop the planning and development of support services in collaboration with the Headteacher
Working Pattern:


· 40 Weeks per year

· Full time hours are 36 per week.
· One day per week WFH, after probationary period.
Conditions of Service Applicable:


· NJC for Local Government Services (Green Book)

Grade:


· SO1 – PO1
Pay Points:



· 23 - 31
Method of Payment:
· Monthly (15th)
Annual Leave:

· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  Leave is taken during school closure periods.

· For AYR staff annual leave entitlement may be taken on term days to be agreed with managers and in school holidays. The entitlement must be pro rata for AYR part-time staff who do not work every day. 

Tasks
HR, organisation and administration.
1. Act as the initial point of contact for reception to the school within Springfield Hospital.
2. To act as a virtual point of contact for all service users, internal and externals educational, medical, and social services professionals, students and parents.
3. To manage and delegate to 1-2 administrative support staff.

4. To guide potential service users through the process of application to the service including offering initial advice on admission requirements

5. Develop and maintain a close working relationship with the departments within the Trust, Local Authority, external agencies and other institutions with regard to school matters.

6. To be responsible for and seek best value with regards to external reprographics services and consumables.

7. To be responsible for producing a wide range of documentation using all available Information and Communication Technology. Operate relevant equipment and complex ICT packages. Undertake typing, word processing and complex IT based tasks.
8. To oversee and administer the updating of website material in collaboration with teaching staff.
9. Undertake all administrative duties including distributing, photocopying, emailing and collating information. This work may be connected with teaching or support staff, staff escorting pupils to the PRU or information to schools.

10. To attend team meetings (such as SBM), to develop understanding of services and requirements, record and distribute notes from meetings and contribute a perspective as part of the team and report back changes or guidance to the SLT to aid with the efficient running of the service
11. Provide personal, administrative and organisational support to staff in the team.

12. Analyse and evaluate data and information, and produce reports, information and data as required. Proficiency in Excel spreadsheets is required, specifically statistical analysis of work undertaken by the Service.
13. Completing statutory returns relating to staff and students, ensuring that they are completed accurately and sent to the Local Authority and/or DFE.
14. To lead and be responsible for administration of HR and payroll matters for all staff, including starters’ contracts of employment, leavers, absence monitoring etc.

15. To propose and prepare Occupational Health referral paperwork for staff, in conjunction with the Headteacher, for staff returning to work following illness as required etc. 

16. Liaise with HR and Payroll Sections regarding existing staff issues. Maintain an understanding of HR issues affecting staff working in the Service..
17. Maintain paper and computerised student and staff records, in accordance with GDPR regulations.

18. Ensure yearly salary statements are prepared and appropriate forms are forwarded to the Local Authority in a timely manner. 

19. Be responsible for and undertaking safer recruitment practices (e.g. DFE Teacher status checks, processing DBS checks, obtaining references etc).
20. Assist SLT with advertising during recruitment drives, calculating appropriate salaries, approaching providers as required and updating the school’s website.
21. Ensure that the Single Central Record is kept up-to-date
22. Provide advice and guidance to staff, pupils and others

Communication and IT 
Maintain an understanding of software and hardware, undertaking training if required in order to effectively:
23. Update the school website as necessary, or liaise with the school’s website provider, requesting website amendments and tracking progress thereof. 

24. Update the school’s Twitter social media account as required
25. Collate newsletter articles in order to produce and publish (on website) a termly newsletter and disseminate accordingly.

26. Liaise with the school’s ICT support provider in regards to:

a) logging and tracking faults with school IT systems and devices.
b) keeping school’s hardware and software systems up-to-date, in accordance with (Wandsworth Borough Council’s) recommendations.
c) In accordance with GDPR guidance, set up new staff/workers with access to the school network and email system and ensuring removal when staff/workers leave. 
27. Update and maintain student and staff personnel records (paper based and computerised, e.g. Schoolpod), ensuring accuracy to enable reliable internal and external reporting.
28. In accordance with GDPR guidance and in conjunction with the IT Lead Teacher, create, update, maintain and remove as needed, staff Google accounts and student Google accounts, enabling students to participate in the school’s Google Classroom.

Finance & resources.

29. Monitor and manage stock and resources for the Service, within an agreed budget in line with best value and the Council’s procedures for procurement. Complete necessary paperwork associated with ordering.
30. Monitor and reconcile the school procurement card account, to ensure that activities are not fraudulent.
31. Undertake research and obtain information to inform decisions

32. Assist with procurement and sponsorship

33. To prepare and submit petty cash and staff forms for reimbursement of travel/claims made on behalf of the school
34. To propose and prepare devolved capital expenditure claims and submit to relevant Wandsworth Council officer as required

35. To devise and monitor income and expenditure of the devolved and revenue budgets. Calculating projections for the 1 year and 3-year budgets, in conjunction with the Headteacher and Wandsworth Borough Council’s Finance team 
36. To support the Headteacher in planning, forecasting and monitoring the budget.

Facilities 
37. To act as first point of contact in relation to security concerns, health and safety concerns.

38. To be responsible for liaising with hospital facilities management, reporting and monitoring faults/requirements to the relevant Trust department.
39. To receive internal accident at work reports from colleagues and to the pass on to the relevant Wandsworth Borough Council Health & Safety Officer - thereafter reporting and following up any concerns in need of rectification to appropriate teams within the Trust/Council.
40. To liaise with Trust cleaning managers/supervisors, reporting and following-up on hygiene concerns. 

41. In conjunction with SLT, to source and organise where required, external cleaning services.

42. Within role of fire warden, to liaise with the Trust Fire Safety advisor regarding evacuation procedure, fire safety faults, guidance and to attend fire training as required.
43. To propose and prepare staff risk assessments in conjunction with the Headteacher, in regards to the safety of facilities for particular staff members as required.
Responsibilities

1. Comply with and assist with the development of policies and procedures relating to Child Protection, safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
2. To research and identify ways to ensure the economical efficiency of the service through effective budget monitoring and reporting for the whole service
3. Ensure that the Confidential Declaration and pay policy are updated regularly as required and kept in line with Wandsworth Borough Council guidelines.

4. Be aware of, and support difference, ensuring equal opportunities for all.

5. Contribute to the overall ethos, work and aims of the Service.
6. Recognise own strengths and areas of expertise and use these to advise and support others.

7. Participate in training and other learning activities and performance development as required

8. To be fully aware and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together 2006, in relation to Child Protection and Safeguarding children and young people; as this applies to the worker’s role within the organisation. 

9. To also be aware of principals of Safeguarding as they apply to adults in relation to the worker’s role.

10. To ensure that Head teacher is made aware and kept fully involved of any concerns which the worker may have in relation to Safeguarding and /or child protection.
11. Be fully conversant with the borough guidelines on child protection, and procedures for reporting child protection concerns to the Head teacher.

12. To carry out any other duties as required by the Head teacher which may be delegated in connection with the above tasks. 
Person Specification

Experience

Essential

1. Experience of working in a busy office environment

2. Experience of development, management and the operation of administrative systems.
3. Experience of administering HR processes and monitoring budgets
Qualifications

1. Degree in business administration, NVQ or ILM in business leadership or management or equivalent qualification or experience in relevant discipline

2. Very good numeracy and literacy skills


Knowledge and Skills

1. Very good numeracy, literacy and communication skills.

2. Effective use of ICT and other specialist equipment including knowledge and or experience of Word, Excel, Outlook and databases.

3. Evidence of ability to contribute to professional social media platforms such as the service website and twitter account.

4. Evidence of ability to prioritise and organise workload.

5. Full working knowledge of relevant policies and codes of practices and awareness of relevant legislation.
6. Ability to relate well to children with special educational needs and adults.

7. Work constructively as part of a team understanding roles and responsibilities of staff in the Service and your role within.

8. Ability to self-evaluate learning needs and actively seek learning opportunities.
9. Ability to assist in the development of equal opportunities and inclusion for all pupils.

