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ST JOHN’S CATHOLIC PRIMARY SCHOOL

JOB DESCRIPTION

Post of:

Admin Officer
Kent Scheme: 
C
The post-holder is accountable to the Headteacher.
NB:  The responsibility and tasks pertaining to this role are shared between the school officers in the School Office with the effect that some become more the responsibility of one person than the other, according to hours of employment, need or personal skills.

However, each officer may be required to undertake all aspects of this Job Description in the event of the absence of the other, or in other circumstances, which create the need for cover.

ESSENTIAL REQUIREMENTS FOR THIS POST

· GCSE or equivalent in Maths and English

· Good inter-personal skills and personal presentation

(the post holder is generally the first point of contact with the school)

· Competent computer skills and knowledge of school admin software programmes

· Ability to use personal initiative and work unsupervised

· Demonstrable capacity to understand and apply confidentiality when required

· Ability to work well within a team

· Confidentiality and flexibility

· Ability to communicate effectively with a wide range of people
1.0 The Main Purpose of the job are to provide the school with:

1. High quality general administration support

2. Effective management and administration of school and nursery admissions ensuring compliance with the school admission policy, Diocesan and any other guidelines
3. High quality and prompt responses to telephone and personal callers to the school

4. High quality personal assistant service to the Headteacher

5. Positive contribution to the stated school ethos through the post-holder’s personal commitment and witness to it

6. Maintenance of the school’s Catholic ethos and confidentiality at all times

7. Application of the Data Protection Act

2.0 Scope for Impact:

The post-holder impacts on the quality of administration support provided to the school through the management of:

1. Recording, retrieval and maintenance of all data kept on computer and written records and the systems for doing so (SIMS and any school specific programmes)

2. Effective administration system for the agreed admissions procedures for all new pupils

3. Effective administration system for the transfer of pupils between phases 
4. High quality school response for telephone or personal callers to the school

5. Efficient management of the school post, both incoming and outgoing

6. Personal assistant service to the Headteacher

7. The tidiness and presentation of the office and its environment

8. Updating and application of data protection requirements

9. Security of all office and computer systems and ensuring confidentiality

3.0 PRINCIPAL ACCOUNTABILITIES

3.1
Catholic Ethos

It is essential that the post-holder’s conduct in the discharge of responsibilities reflects the Christian qualities of respect for others, friendly service, integrity, and joy which should characterise a Catholic School and which constitute the hall-mark of this school’s particular ethos.

3.2 Pupils: Admissions

1. Manage an efficient system for initiating, processing and reporting on all administration procedures agreed for the admission of new pupils

2. Ensure that the Headteacher, parents/guardians, teachers the relevant governors and any agency involved in the admission of new pupils are all informed and appropriately involved promptly and efficiently

3. Liaise with Kent Primary Admissions 
4. Implement all directives, as advised by the Headteacher or other relevant managers, which arise from Government legislation, local agreement entered into by the school, or requirements of the diocese and/or the Governing Body, to ensure the system incorporates any new or modified elements in the admissions procedures

5. Arrange prospective parent visits to the school

6. Ensure all school admissions packs are up-to-date and distributed when necessary.

3.3 Pupils: Transfer

1. Ensure an efficient and responsive system for the transfer of pupils’ records on their transition from one phase to another within the Primary School or on their transfer to another school

3.4 Pupils: Data

1. Implement all school agreements concerning the contents of office-held pupils’ files; ensure they are promptly updated when required; that they are secure; that they are accessed only by authorised persons and are provided complete and promptly when required by authorised persons

2. Complete accurate statistical returns as required by the school, Local Authority and DfE
3. Assist in the maintenance and analysis of assessment information

3.5 Administration Systems

Agree and maintain efficient systems for inputting, maintaining and retrieving all records and information held in the school office, both computerised and written i.e. SIMS.
3.6 Security and Confidentiality

1. Ensure that all records held in the school office are secure and are accessed only by authorised persons; oversee access, withdrawal and return of files and documents and lock filing cabinets

2. Maintain and review security of computer records and ensure the data protection requirements are observed

3. Agree and apply all security measures concerning the administration computer

4. Apply all agreed procedures to minimise damage to computer programmes and computerised data

5. Comply with agreed regulations and procedures for accessing the internet and any websites to ensure security and confidentiality
3.8
Resources

1. Agree and maintain procedures for auditing office resources both fixed and disposable, for replacing these, when necessary, for making the most effective and efficient use of them both to ensure value for money and to provide a good quality service, maintain an inventory of all items for which this is agreed

2. Help to maintain agreed records of office expenditure

3. Undertake photocopying/reproduction of materials as required and ensure these are of high quality

3.9
Reception and Communication

1. Agree and maintain a highly responsive system for the courteous, prompt, helpful response to telephone and personal callers to the school

2. Agree and use a system to ensure that messages routed through the school office are dealt with efficiently and promptly

3. Agree and implement an efficient system to sort incoming mail and to transfer it promptly to relevant persons

4. Deal with all outgoing mail efficiently ensuring prompt and secure mailing

5. Arrange refreshments when required for visitors to the school

3.10
Staff Office Support

1. Provide reports and other information to assist the Attendance Officer in monitoring pupil absence.
2. Organise transportation for all school trips and other external activities.
3. Design and produce various programs and the school newsletter
3.11
Headteacher’s Office Support

Support the Headteacher by fielding enquiries, maintaining the diary and carrying out secretarial and administrative duties in order to relieve the workload and allow more time for managerial duties.
3.12
Professional Development

The degree of the efficiency and effectiveness of the school’s administration support directly impacts on the level at which the whole functions.  It is essential that the post-holder undertakes regular training to keep abreast of developments in the field of administration systems, to maintain and update computer skills and competence and to remain informed of all DfE or Local Government requirements relating to school administration as it is delivered through this post.
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