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JOB DESCRIPTION

Administration & Organisation (A4)
Grade:  PO1 (point 29 – 31)
Purpose of the Job

To organise and supervise administrative systems within the school and to contribute to the planning, development and monitoring of support services and management of staff (admin, site, cleaning), including co-ordination and delegation of relevant activities.
Tasks

1. ORGANISATION


· Take a lead role in planning, development, design, organisation and monitoring of support systems, procedures and policies

· Line Management responsibilities where appropriate

· Manage staff (admin, premises and cleaning)
· Liaise between managers, teaching staff and admin, premises, cleaning staff
· Hold regular team meetings with managed staff

· Undertake recruitment, induction, appraisal, training and mentoring for admin premises, cleaning staff
2. ADMINISTRATION
 

· Take a lead role in the development and maintenance of record and information systems including the school web-site
· Provide detailed analysis and evaluation of data and produce detailed reports and information as required

· Produce, and respond to, complex correspondence

· Provide organisational and complex advisory support regarding the short term and long-term financial management of the school
· Provide organisational and complex advisory support to the Governing Board including attending four finance meetings each school year, after school hours
· Manage complex administrative procedures 

· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies e.g. DfE and LA

3. RESOURCES


· To oversee the leadership and management of the school swimming pool including completing ‘Pool Operator’ qualification
· Be responsible for the selection and management of resources, including management of a budget and regular audit of resources

· Undertake research and obtain information to inform decisions

· Take a lead role in procurement and securing sponsorship/funding

· Manage service contracts

· Manage school licences and insurance

· Take a lead role in marketing and promoting the school in relation to out of school hours rentals
· Manage facilities including use of premises and associated income, general building works and projects etc.

· Manage financial administration procedures (including those related to our wrap around care provision
· Take a led role in planning, monitoring and evaluation of budget

· Be responsible for the management of expenditure within an agreed budget

· Health & Safety management

4. RESPONSIBILITIES


· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Ensure we are GDPR compliant
· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos, work and aims of the school

· Develop constructive relationships and communicate with other agencies and professionals

· Share expertise and skills with others

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· 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 be fully aware of and understand the duties and responsibilities arising from 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

· 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


· Several years experience working in an office environment at a senior level

2. QUALIFICATIONS


· A school business management qualification; ILM Diploma Level 4 or Level 5 or relevant workplace experience, and a willingness to undertake training for this qualification.
· Excellent numeracy and literacy skills 

3. KNOWLEDGE AND SKILLS


· Effective use of specialist ICT packages

· Use of specialist equipment/resources

· Full working knowledge of relevant polices/codes of practice/legislation

· Ability to organise, lead and motivate other staff

· Ability to plan and development systems

· 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 self-evaluate learning needs and actively seek learning opportunities

· Ability to develop equal opportunities and inclusion for all pupils 

June 2025

