

ADMINISTRATION AND ORGANISATION – (A2)
Summary of main conditions of service and full job description evaluated according to Council’s Job Evaluation scheme.

Duties Include:
· General administrative and HR support to the school
Working Pattern:


· Term Time Only (TTO) + 2 weeks
· Full time hours are 36 per week. (8:00-3:45 x4 and 8:00-3:15 x1)
Conditions of Service Applicable:


· NJC for Local Government Services (Green Book)
Grade:


· Scale 4
Pay Points:



· 7 to 10
Method of Payment:


· Monthly (15th)


Annual Leave:

· 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.

JOB DESCRIPTION
Administration & Organisation   (A2)
Grade:  Scale 4
Purpose of the Job

Responsible under the instruction or guidance of senior staff to provide general administrative and HR support to the school.

Tasks
1. ORGANISATION


· Undertake reception duties, answering general telephone and face to face enquiries and signing in visitors

· Assist with pupil first aid and welfare duties, attend to sick or injured pupils, liaise with parents and staff where necessary.

· Be responsible for the management of medical provision across the school. To ensure classrooms are stocked with the correct medicines. Ensure that all medical and allergy information is accurate and accessible to all relevant professionals.
· Use specialist skills to undertake the administration of medical procedures following training.
2. ADMINISTRATION 


· Provide a positive, welcoming, helpful and professional first impression of the school to all visitors.
· Provide general clerical and administrative support e.g. photocopying, filing, complete standard forms, respond to routine correspondence.
· Maintain a tidy and organised reception area. 
· Manage the school diary, and support with general office duties as directed. 
· Manage employee data in the school's HR system including monitoring staff attendance, punctuality and absence, and generating relevant reports and advising SLT. 
· Supporting and advising SLT regarding induction and probation periods 
· Maintain and update the Single Central Register (SCR).
· Support safer recruitment practices, including DBS checks and references requests.
· Maintain both manual and digital records, including management information systems.
· Take minutes at meetings.  

· Sort and distribute mail.
· Manage administrative including collating reports and diary management.
· Support with official DfE returns such as Pupil census, nursery funding and Workforce census
· Organise staff events, training days and meetings.

· Communicate with parents and carers regarding   policies, procedures, daily operations and changes in school routines using appropriate communication platforms, to send out electronic communications. 

· Update school website as required. 
3. RESOURCES & FINANCE


· Operate office equipment and ICT packages (e.g. Word, Excel, PowerPoint, databases, spreadsheets, Internet)

· Maintain stock and supplies, cataloguing and distributing as required.
· Operate uniform sale and second hand uniform within the school.
· Provide general advice and guidance to staff, pupils and visitors. 
· Undertake general financial administration e.g. processing purchase orders. 
· Undertake general HR administration as required. 
4. RESPONSIBILITIES & SAFEGUARDING


· Be aware and comply with all school policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware and promote equality and diversity across all areas of the school.  Support difference and ensure equal opportunities for all. 
· Contribute to the overall ethos, work and aims of the school.
· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
· To ensure that the schools data protection policies and processes are adhered to in line with the Data Protection Act 2018 and UK GDPR.
· To understand and uphold the principles, duties and responsibilities in line with the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.
· Report any safeguarding concerns promptly to the Designated Safeguarding Lead or line manager and use CPOMs to log safeguarding concerns. 
PERSON SPECIFICATION
1. EXPERIENCE


· General clerical, administrative and financial work as appropriate.
2. QUALIFICATIONS


· NVQ 2 or equivalent qualification or experience in relevant discipline.
· Good numeracy/literacy skills.
3. KNOWLEDGE AND SKILLS


· Effective use of ICT packages

· Use of relevant office equipment and resources.
· Good keyboard skills

· Strong communication skills to communicate effectively, verbally and in writing, with members of the public, colleagues, pupils and official visitors.
· Confident and customer focused; able to build effective relationships with pupils, staff, parents and visitors.  

· Good organisational and time management skills. 

· Work constructively and flexibly as part of a team, understanding school roles and responsibilities and your own position within these. 
· Knowledge of relevant polices and codes of practice and awareness of relevant legislation.
· Ability to relate well to children and adults. 
· Calm and professional manner when dealing with sensitive or challenging situations. 
· Awareness of and ability to maintain confidentiality  
· Ability to identify own training and development needs and willingness to participate in training and development.  

· Commitment to the school’s Equal Opportunities Policy and inclusive ethos in all areas of work


