CK WANDSWORTH BOROUGH COUNCIL

FRANCIS BARBER PUPIL REFERRAL UNIT
OFFICE Administrator   WESTDEAN SITE

 39 weeks per year 36 hours per week

Salary scale 2 Range 12 -13 £20,784
Pro rata (actual) pay range   £17,776
Job Description
Line managed by Admin Manager Tooting & Head of Westdean
1.  ORGANISATION
· Deal with complex reception and visitor matters
· Deal with complex phone calls

· Contribute to the planning, development and organisation of systems,


procedures and policies

· Jointly with other staff be responsible for maintaining the security 


of the office and office systems

· Ensure that the office is staffed appropriately at all times

· With the Head of School, ensure that daily staff absence/off site records are accurate  in case of fire evacuation 
· Maintain the Attendance board

· Assist the Head of School in day to day matters as requested
2.  ADMINISTRATION
· Manage manual and computerised records and information systems
· Analyse and evaluate data and information and produce reports, information and data as required
· Undertake typing, word processing and complex IT based tasks

· Using shared documents collate and print out pupil end of term reports

· Maintain pupil records including putting on roll, preparing pupil returns, producing class lists and the weekly register

· Liaise with education welfare/other agencies as necessary

· Assist the Examinations Officer with printing and distributing of documentation 
· Liaise and support the office manager at the Tooting site
3.  RESOURCES
· Operate relevant equipment and complex ICT packages
· Maintain the inventory of general PRU equipment at the Westdean site

· Ensure that appropriate resources are security marked.
· Take full responsibility for the maintenance of the key cabinet, signing out of keys, replacement and distribution to new members of staff

· Maintain a list of paper forms, envelopes currently in use and check weekly that there are appropriate stocks

· Maintain stocks of paper/card other equipment used in the office and photocopy room
· Take responsibility for the ordering and distribution of stamps, reward tokens, parking permits and travel tickets etc. as appropriate
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

· Be aware of and support difference and ensure equal opportunities for all

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

· Establish constructive relationships and communicate with other agencies and professionals

· Attend and participate in regular meetings, take minutes as requested
· 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

· Undertake other such duties as may be required by the LEA in pursuit of its statutory obligations and other reasonable duties as may be delegated by the Head

· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Keeping Children Safe in Education 2018 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

WANDSWORTH BOROUGH COUNCIL

FRANCIS BARBER PUPIL REFERRAL UNIT
Office Receptionist & Administrator (Maternity Cover)

WESTDEAN SITE

Personal Specification

1.  EXPERIENCE

· Experience of development, management and operation of administrative systems
· Experience of working with youngsters and especially with those facing challenges

2.  QUALIFICATIONS

· GCSE (or equivalent) in Maths and English at grade C or above

· NVQ Level 3 or equivalent qualification or experience in relevant discipline

3.  KNOWLEDGE AND SKILLS

· Excellent oral and written communication skills

· Excellent IT skills and the ability to use these effectively 
· Accurate and able to check own and others work
· Full working knowledge of relevant policies 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 self-evaluate leaning needs and actively seek learning opportunities

· Ability to develop equal opportunities and inclusion for all pupils

· Ability to organise own work load and good time management skills

