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	Name:
	
	Date:
	

	Job Title:

Administrator – Dover District STLS

	SALARY INFORMATION:

	Hours
	37
	Weeks
	40
	Scale:
	KR5
	Point:
	
	
	 

	Hours of Work:
	As Required


	STLS

The Specialist Teaching and Learning Service for the Dover District (Dover, Deal and Sandwich) is made up of Specialist Teachers and staff from the District’s Specialist provisions. The STLS aims to advise and support Early Years settings and mainstream schools to build the capacity, and confidence to deliver high quality provision and inclusive practice for children and young people with Special Educational Needs and Disabilities (SEND), to improve pupil progress and outcomes. The STLS is accessed through the Local Inclusion Forum Teams (LIFT) meetings.
Employment

The post holder is expected to work within the rules and regulations laid down in the current “Kent Scheme” manual. The Head Teacher will take notice of advice given by professional associations.

The post holder will demonstrate a commitment to the aims, vision and policies of the school. In return the management are committed to support in the training and development of all members of staff. We aim to provide staff with the skills they need to fulfil their duties so that we achieve the highest standards in all we do.

The post holder will share responsibility for identifying their own individual training needs and will demonstrate a commitment to work collaboratively and co-operatively to fulfil these.


	Responsible to:
Assistant Head Teacher / STLS Lead
Appraiser:    
Assistant Head Teacher / STLS Lead
Accountable to:          Head Teacher




This job profile encompasses in general terms the normal duties which the post holder will be expected to under-take. However, the job profile or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post or grade.

PURPOSE OF JOB

Purpose of the Job:

· To provide organisational support and assist in the smooth running of the Dover District Specialist Teaching & Learning Service (STLS) taking a proactive role in relation to its day-to-day functioning.
· To undertake all aspects of the administrative function surrounding the LIFT process and work of the LIFT Executive.
· To co-ordinate and plan training events and key meetings.
Main duties and responsibilities:

1. Act as the main point of contact for all schools and settings in the Dover District, investigating complex queries and simple complaints, assessing the nature of telephone calls, referring them to the appropriate person and managing follow-ups and timescales as appropriate. 
2. Provide administration support for the Dover STLS service undertaking the day-to-day clerical and administrative functions of the team to include monitoring e-mails and telephone messages, producing reports, arranging and co-ordinating appointments and meetings, managing diaries, dispatching correspondence and tracking responses within appropriate timescales.
3. Undertake all administration surrounding the LIFT (Local Inclusion Forum Team) process and LIFT Executive including co-ordinating with the District Lead to set and distribute agendas and associated papers, invite attendees, arrange venues, take minutes and distribute to all interested parties.
4. Support the organisation and smooth running of bespoke training events and larger gatherings such as conferences involving external agencies and speakers. 
5. Develop, maintain and monitor all office systems, including  inputting case file data onto the KCC database (Synergy) and filing systems, both computerised and manual, to ensure systems are adapted where necessary to improve effectiveness in line with the County’s Record Retention Policy, GDPR and freedom of information protocols.
6. Produce purchase order requisitions in line with the school’s financial procedures. 

7. Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and GDPR, reporting all concerns to an appropriate person
8. Any other duties commensurate with the post or grade
	Agreed by: ……………………………………………………………...


Job Holder
                                                       
	Approved by: …………………………………………………………..

Manager




Person Specification: Administrator – Dover District STLS
The following outlines the criteria for this post. 
Applicants should describe in their application how they meet these criteria.
	
	Criteria 

	Qualifications
	· 5 GCSE’s including English and maths A-C (or equivalent e.g. NVQ2)

	Experience


	· Experience of working as an Administrator including accurate note and minute taking are essential
· Previous experience in an education setting is desirable


	Skills & Abilities


	· Literacy and numeracy skills.

· Computer literacy - ability to produce a range of documents and reports, including non-standard reports, using Windows, Word, Excel, Powerpoint, Outlook and database functions.

· Interpersonal, organisational and administrative skills.

· Ability to develop and maintain effective computerised and manual filing systems.

· Ability to organise and prioritise workload to achieve deadlines.

· Dairy and time management skills

· Ability to investigate complex queries and anomalies when required.
· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the staff concerned.

· Co-ordination skills when arranging meetings and appointments and arranging client care when required

	Knowledge

	· Knowledge for implementing a range of administrative procedures, including use of relevant ICT packages and systems 
· Knowledge of a range of IT systems.

· Knowledge of computerised and manual filing systems.

· Awareness of GDPR and confidentiality issues..

· Staff will be expected to have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety.


	Professional Conduct
	· A flexibility of approach to a variety of issues 

· Willingness and ability to listen and inspire confidence in colleagues

· Ability to motivate and support colleagues

· Professional integrity

· A passion for making a difference to children and willingness to go the extra mile

· Emotional resilience and a good sense of humour.
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