

Primary Behaviour and Learning Support Service
Victoria Drive Primary Pupil Referral Unit

School Administrative Officer 
Grade: Scale 4 Point 10
Salary £21,295
Hours: 8:00 a.m. – 3:30 p.m.
Term Time Only
1. ADMINISTRATION
· Establish, manage and maintain records and information systems. (SIMS, Census, Referral and baseline information.
· Answer Phones, take messages and pass on to staff
· Be responsible for the effective operation of administrative procedures. ( Sims, Pupil Liaison files, Health & Safety files)
· Send out surveys (collate data if not on Google Forms)
· Statistics-Collate staff data onto top sheets
· Lists – keep updated, put up / email new lists
· Manage all administrative duties including distributing, photocopying, and collating information. This work may be connected with teaching or support staff, staff escorting pupils to the PRU or information to schools.

·   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 Behaviour and Learning Support Service.
· Boxalls -Enter data, print last page write on details and put in AT or LC pigeon hole

· Termly – send blank template and skill sets to mainstreams for updating – Chase if they don’t send back

· Keep PRU / Outreach / EHCP lists up to date 

· Referrals-Save on P drive, tick off in book and online register, write on Referral panel list

· Send out to schools along with Boxall and skill sets
· CPOMS- Add any pupils new to outreach / unarchive if moved from PRU, give authority to relevant staff

· Add new staff / change email address

· Collate pupils if they have 2 files

· Unarchive if starting again / other support 

· Add to P drive – Safeguarding / scanned files – MLD and EHCP to do - then back-up on stick

   2. WEBSITE
· Keep updated

· Check on the below once a month / half termly

https://www.gov.uk/guidance/what-maintained-schools-must-publish-online
   3. GUIDING
· Transfer weekly rota onto individual guide rotas, print and email

· Work out guides weekly worked hours – add to spreadsheet – photocopy any overtime and give copy to Bursar
· Important information doc – keep updated and email weekly with guiding 

Mileage / travel claims

· Check, get signed / authorised then scan to payroll

· Enter into budget worksheet then file
4. HEALTH and SAFETY

· Accident & incident forms completed and placed online 
· First aid – complete yellow book and scan to teacher or CPOMS
· Be responsible for the completion and submission of complex forms, returns etc., including those to outside agencies e.g. DFE and LA (Pupil Census, Sims.
·  COVID Keep list of LFT results returned
· Daily pupil attendance – Education Setting Status online every Thursday

· Give stock of LFT to staff as requested
· School Asthma Champion -Keep check on school asthma pump, usage / expiry
· Liaise with school nurse to provide more spacers / new pump
· Arrange training for staff eg First Aid / Teams Teach

5 RESOURCES

· Be responsible for the selection and management of facilities such as information technology and photocopier undertaking a regular audit of facilities and ensure their upkeep.
· Manage school licences and insurances (IT and Guides) 
· Manage the upkeep of all documentation related to staff travel and mileage claims. Ensure that a database regarding car insurance details is set up and regularly updated. Make arrangements for staff to park at the PRU in exceptional circumstances such as Wimbledon Tennis fortnight, where special permits have to be ordered and signed for.


