

WANDSWORTH BOROUGH COUNCIL

CHILDRENS SERVICES DEPARTMENT

____________________________________________________________________________________


COMMUNICATIONS AND ADMIN OFFICER (inc PA to Headteacher)
GREENMEAD PRIMARY SCHOOL

Monday-Friday 36 hours (All year around with annual leave agreed with Headteacher and majority to be taken in the school holidays)
Responsible to:  Headteacher    
Responsible for: None 

Grade: SO1 (£32,868 - £34,062)
JOB DESCRIPTION

MAIN PURPOSE OF THE JOB
To support the overarching administrative functions and strategy of the whole school. 

To undertake regular PA duties to the Headteacher, and SLT as directed by the Headteacher, with discretion and always maintaining confidentiality. 

To lead on communications for the whole school, ensuring a quality assured, streamlined approach to internal and external communications. This will include newsletters and communications with families, collaborative working with key stakeholders, including on projects as directed by the Headteacher, and upholding the aims and values of the school throughout all communications with families and our community. 
To be responsible for the branding and school image in line with the school’s strategy, including development of the school website, digital and social media profiles and promotion of school events. This will also include being responsible for an allocated budget and developing proposals. 
To plan and implement a fundraising action plan for the whole school in order to raise the school’s profile within our community and generate income, delivering on our marketing and fundraising strategy. This will involve marketing and hiring the school’s spaces, resources and professionals (Outreach support and training), and creating links and partnerships with businesses and charities. 
To co-ordinate EHCP reviews, including minute-taking of meetings and preparation and completion of high-quality documents related to these meetings. To work in collaboration with the Admin Assistant to ensure all relevant documentation is distributed to the appropriate parties. 
To work collaboratively with the whole school community, in particular working alongside the Senior Leadership Team, Administrative Team, IT, and Premises as required. 
MAIN RESPONSIBILITIES WILL INCLUDE:
PA to the Headteacher and Administration: 
1. Provide general administrative support along with members of the Administration Team 
2. Organise appointments for the Headteacher and add to the main shared calendar when appropriate 

3. Manage the whole school calendar, with support of the Admin Assistant

4. Prepare and collate correspondence and other documents as required for the Headteacher, including emails and letters to parents
5. Proof reading documents to ensure high quality communications with internal and external stakeholders. 
6. Attending some meetings or briefings on behalf of the Headteacher and reporting back
7. Supporting the Senior Leadership Team with planned admin tasks when this cannot be allocated elsewhere
8. Have overall responsibility for allocated school email accounts, ensuring that emails are checked daily and responded to efficiently 
9. Complete the staffroom diary board weekly, updating as required (with a view to develop into an electronic communications system across main areas of school e.g. digital screens
10. Prepare the staff absence list for relevant colleagues as required
11. Organise and maintain filing systems for the Headteacher’s paperwork 
12. Draft weekly newsletters
13. Responsible for updating and managing on the school website and social media profiles (with support from the IT manager where required). 
14. Type up/amend documents, including appraisal documents, policies, as directed by the Headteacher 
15. Take, produce and circulate minutes of school meetings as requested, including weekly briefings, Teachers meetings, MLT, SLT, FOG and other ad hoc meetings*. 
*Some meetings may be required out of normal working hours.
16. Print documents for the Headteacher including DFE publications and governor documents 

17. Home learning administration as required, including managing the mailbox
18. Support the Headteacher in other ways as required 
 
Education, Health and Care Plans (EHCPs):
1. Provide high level administrative support to EHCP meetings. 

2. Set up annual EHCP calendar in liaison with senior and middle leaders (with the Admin Assistant)
3. To quality assure the education reports and information for circulation pre and post the meeting, including proof-reading for spelling, grammar and ensuring action points and deadlines are accurate. 

4. Collating appropriate documentation pre/post meetings and ensuring it meets Local Authority and legal deadlines. 
5. Attend and minute all meetings, producing high quality and accurate minutes. 
6. To support the Headteacher and Senior leaders in producing related
7.  documents e.g. Requests for Additional Funding (RAFs)
Communications:
Help with the organisation of school events. 
1. Lead on school website development and content (with support from IT manager)
2. Lead on the schools marketing and fundraising strategy (action plan) for reputation promotion and income generation, including exploring fundraising opportunities, forging partnerships with potential sponsors and charities whilst always promoting the school’s values
3. Lead on the school’s social media plan and quality assurance, adhering to safeguarding and GDPR protocols and requirements. 
4. Plan, lead and organise school events including calendar diary management and coordination of events
5. Support the development of Home to School communication including the Home-School diaries

6. Quality assurance of all published school information 

7. Marketing and coordination of school spaces and swimming pool for hire, including being the main point of contact for private hire scheduling and responsibility for obtaining relevant safeguarding documents (in partnership with the DSL) and overseeing procedures during hire (especially out of hours). For private hire out of hours (school holidays) will be a fire warden, be able to perform emergency utility shutdown, lift emergency procedures and be fire alarm trained. 
8. Admin related to financial and fundraising proposals (including budgeting). This may also involve presenting to Governors and other stakeholders for approval.
9. School representative and admin support to FOG (Friends of Greenmead – PTA) 
External educational partnerships
1. Build and maintain excellent professional relationships and educational partnerships with Ronald Ross Primary School (co-located with Greenmead) in liaison with Headteacher
2. Working closely with Ronald Ross to enhance the offers of both school to our communities.  
3. Outreach co-ordinator including proposals, promotion and bookings
4. Making regular whole school proposals with a clear rationale that can be presented to Senior Leaders and Governors. Understanding whole school financial and school image (reputation) implications and potential consequences as part of this area of responsibility.

OTHER DUTIES AND RESPONSIBILITIES
1. Carry out any other duties appropriate to the job as required by the Headteacher.
2. Set up rooms and necessary resources for training in liaison with Site Manager.

3. Set up rooms and outdoor spaces for events with Site Manager and other colleagues 
4. To be willing to share and carry out suitable cover for others in the admin team as required and in agreement with the line manager.

5. Follow the school’s safeguarding policy and procedures and report any concerns to the DSL both in relation to Child Protection.

6. To attend relevant CPD and keep up to date with any relevant refresher courses.

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

8. Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

9. Be aware of and support difference and ensure all staff (including volunteers) have equal access to opportunities within school. 

10. Contribute to the overall ethos, work and aims of the school.
This job description may be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation with you.

PERSON SPECIFICATION

PERSON SPECIFICATION

1. EXPERIENCE
· Experience in administration and PA duties

· Experience of Communications and fundraising, including development of reputation and brand (not necessarily school based, although desirable)

· Communicating effectively and confidentially with a wide range of stakeholders
· Working with and leading on actions plans (with significant budgets) across multiple areas at the same time

· Presenting to stakeholders

· Making decisions which impact people, finances and the reputation of a brand/organisation/school

· Building positive relationships (including in challenging situations and circumstances)

· Leading on website and social media strategies and content

2. QUALIFICATIONS


· NVQ 5 or equivalent qualification or experience in relevant discipline.

· Minute taking qualification (desirable) 

3. KNOWLEDGE AND SKILLS

· Excellent communicator (verbal and written)
· Excellent literacy and numeracy skills

· Excellent ICT skills 

· Proficient and effective use of ICT and other specialist software/equipment/resources

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

· Ability to relate well to children and adults within a wide variety of individuals and agencies

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these - this role will require a high level of interaction across all areas of school
· Ability to self-evaluate learning needs and actively seek learning opportunities

· Ability to develop equal opportunities and inclusion for all pupils and those in the school community. 

· Ability to remain calm when under pressure.

· Ability to continually be a positive first point of contact for school visitors and parents.

· A general understanding of SEN and disability is desirable.

Candidates will be shortlisted according to these stated criteria.  Please list each supporting statement according to the numbers above.


