ADMINISTRATION AND ORGANISATION 

Full job description evaluated according to Council’s Job Evaluation scheme.


Duties Include:
General administrative and support to the school. Responsible for Maintaining BSC/ASC applications, registers and income. Setting up and co-ordinating After School Clubs (letters/emails, income). Updating Twitter account and school website calendar. Proofreading letters/reports. Taking photographs of all school activities and produce Tweets. Preparing and balancing monthly bank reconciliations. Checking headcounts school meals/packed lunches in dining hall. Minute taking, including Governors meetings and administrative support for Governing Body compliance.

Working Pattern:


· Term Time Only (TTO) 

· Full time hours are 36 per week.

Conditions of Service Applicable:


· Former APT&C

· NJC for Local Government Services (Green Book)

Grade:


· Scale 4


Pay Points:



· 7 to 10

Method of Payment:


· Monthly (15th)

Annual Leave:

· TTO

An allowance is made in the T.T.O. formula (notional pay and hours calculation) for annual leave and bank holidays.  The entitlement for this calculation is:


· 24 + 2 statutory days per year (-5 years service)

· 28 + 2 statutory days per year (+5 years service)

· Plus 8 bank holidays

· Plus 1 concessionary day

As an allowance has been made for annual leave in the calculation of the salary, there is no entitlement to take annual leave.
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Administration & Organisation   

Grade:  Sc4
Purpose of the Job

Responsible under the instruction and guidance of the Business Manager to provide general administrative and financial support to the school. Assist SBM with end of year finance for budget.
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, looking after sick pupils, liaising with parents and staff.
2. ADMINISTRATION
· Provide general clerical and administrative support e.g. photocopying, filing, faxing, complete standard forms, respond to routine correspondence 

· Undertake typing, word-processing and other IT based tasks

· Filing course applications for staff and governors

· BSC/ASC – administration; bookings, collection and keeping a record of payments. Maintaining records of income and registers 
· After School Clubs – administration; bookings, collection and keeping a record of payments. Maintaining records of income and registers 

3. RESPONSIBILITIES
· Maintain FMS database finance system
· Maintain BSC/ASC registers ensuring all payments are up-to-date.
· Setting up and maintaining termly After School Clubs, sending letters/emails, ensuring all income has been received.
· Printing, logging and balancing payments received from parents with monthly bank statements. Input income onto FMS.

· Prepare and balance monthly bank reconciliations.

· Minute taking for Governing Body Committees

· Administrative support for Governing Body compliance

· Daily headcounts for school meals and packed lunches.

· Project focused activity for HT and SBM when necessary
· Assist with hosting, planning and preparing community events
· Proofreading letters/reports and newsletters
· Maintains Twitter account

· Assist with upkeep of website and maintaining the school calendar

· Take photographs of all school activities and produce tweets

· Determine income/expenditure for BSC/ASC and After School Clubs for the annual budget.
· Assist SBM with end of year finance for budget
· Keep parent communal board up to date

· Keep staff photograph board up to date, pigeon holes and signing in board up to date

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and 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, including office rotation days and INSET days
4. RESOURCES


· Operate relevant equipment and IT packages (e.g. word, excel, databases, spreadsheets, Internet)

· Provide general advice and guidance to staff, pupils and others.

· Operate the school’s data bases for finance and pupil data.

· To be fully aware of and understand the duties and responsibilities arising from the Children’s 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
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection

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 IT packages

· Use of relevant equipment and resources

· Good keyboard skills

· Knowledge of relevant polices and codes of practice and awareness of relevant legislation

· Ability to relate well to children and adults

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to identify own training and development needs and co-operate with means to address these

· Effective implementation of the school’s equal opportunities policy in all areas of work

