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Midas Centre Administrative Assistant
	Grade:
	Kent Range 5

	Responsible to:
	Principal, Inclusion and Outreach Manager, Administrative Officer  (STLS)


Job Description
Purpose of the Job:

To assist in the smooth running of the Midas Centre (Meadowfield Inclusion Development and Support Centre). This is a role that would suit someone with excellent communication and organisational skills.  The ideal candidate would have administrative experience and possess good IT skills.  The role requires taking conference centre bookings, liaising with trainers, external caterers and school site team to ensure the smooth running of the conference centre.  The role will also include some administrative tasks to support the STLS (Specialist Teaching and Learning Service) Team.   
Key duties and responsibilities:
1. To act as first point of contact for all visitors to the MIDAS Centre, promoting a positive image at all times.
2. To maintain office systems associated with the MIDAS Centre.
3. To deal with telephone enquiries and correspondence relating to the MIDAS Centre.

4. To assist in the preparation of all MIDAS Centre resources including the production of flyers, booking forms and invoicing. 
 

5. Organising all event logistics such as catering, furniture, refreshments and learning aids.


6. Maintain and build good working networks with external MIDAS Centre users.
7. To manage and provide hospitality to the MIDAS Centre.

8. Working with the Outreach and Inclusion Manager and the STLS Administrative Officer to input creative ideas to develop the centre programme and plan.
9. To assist the Administrative Officer with a range of administrative and secretarial tasks, related to the STLS Team.
10. To act as a point of contact for the team in the absence of the Administrative Manager, assessing the nature of telephone calls, referring them to the appropriate person and managing follow-ups and timescales as appropriate.

11. Support the Administrative Manager in the maintenance and monitoring all office systems, including database and filing systems both electronic and paper based. 

12. Process financial records relating to expenditure and income, including processing charges and preparing invoices for payment, liaising with the Meadowfield finance team and as directed by the District Lead. 

Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Person Specification
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· NVQ 2 (or equivalent)
· Willingness to work towards NVQ3 in Administration or equivalent if required

	EXPERIENCE


	· Practical experience in a similar environment
· Office administration experience 


	1. KNOWLEDGE AND SKILLS

	· Numeracy and literacy skills
· Knowledge of a range of IT systems
· Computer literacy – ability to produce a range of documents and reports, including non-standard reports, using Windows WP Package, Excel spreadsheet and database functions.
· Excellent knowledge of office systems and processes 
· Interpersonal, organisational and administrative skills
· Ability to develop and maintain effective computerised and manual filing systems
· Ability to organize and prioritise workload to achieve deadlines
· Ability to monitor and process accurate financial records
· Commitment to equalities and the promotion of diversity in all aspects of working
· Staff will be expected to have an awareness of and work within national legislation and Corporate and Directorate policies and procedures relating to Health and Safety


	2. ABILITIES

	· Able to deal confidently with people at all levels
· Works well under pressure
· Ability to work as part of a team
· High quality communication skills, both verbally and in writing
· Ability to work effectively under pressure, plan, prioritise


	3. BEHAVIOURS AND ATTRIBUTES
	· Enthusiasm for supporting the wellbeing and education of pupils with Special Educational Needs and disabilities
· Commitment to ensuring the safety and welfare of children and visitors to the MIDAS Centre
· Emotionally intelligent and resilient
· Act with integrity, honesty, loyalty and fairness to safeguard the reputation of the school

· Commitment to equality of opportunity for all

· Proactive, flexible and adaptable

· Punctual and conscientious




