Amanda Simpson, Headteacher






Job title: 	Administrator – Whole School Support 
Reports to: 	Office Manager
Contract: 	Permanent, full time, term time only (see below)
Hours: 		5 days per week, 37 hours per week
39 weeks per year (i.e. term time only + 5 INSET days), plus additional 2 weeks to be worked during the last 2 weeks of the summer holiday from GCSE Results Day until the start of term, and paid on claim

Purpose of the role
· To provide effective and professional administrative support in the busy School Office to an exceptionally high standard, while contributing positively to the smooth and effective running of the school on a day-to-day basis.  
· To contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.

Overall responsibility
· Work within the School Office Team, playing a crucial role in the day-to-day life of the school by providing a wide range of administrative support to staff, students and parents to ensure the school continues to run efficiently and effectively.
· Assist the School Office Manager.
· Deal with enquiries and school–home communications on a daily basis.
· Take responsibility for all administration to do with changes to student records; undertake bulk student admissions/leavers and ad hoc responsibilities as outlined below. 

Data management/student records
· Maintain student data on the school’s Management Information System (Bromcom), including student records and creating new Bromcom reports as required.
· Lead the annual Data Collection Exercise across all year groups. 
· Update Bromcom with any changes; file forms electronically using the school’s document management software (MStore).
· Identify potential discrepancies and escalate to the Office Manager with a solution. 
· Send and receive CTFs for all leavers and joiners; download/upload from government site and update Bromcom.
· Online filing of emails/correspondence on a daily basis using MStore. Retrieve documents when requested.
· Maintain Archives ensuring that all student records are secure and that confidentiality is a priority at all times. Ensure paper files and electronic CTFs are received for all new students.
· Ensure leavers’ files and CTFs are archived or sent to new schools.
· Maintain accurate online form lists. Ensure figures agree with Bromcom.
· Manage the disposal of paper student files from the Archive Room in order to comply with General Data Protection Regulation (GDPR). 
· Where appropriate, recommend improvements to work practices. 
· Actively identify issues and provide ideas to solve these problems, to provide excellent customer service to internal stakeholders.

Student admissions/leavers
· Assist the Office Manager with the bulk intake of New Year 7 Entrants: 
· Maintain accurate records of offers and acceptances or withdrawals in liaison with the Office Manager. Keep accurate records of numbers, receipt of files and CTFs from primary schools.
· Using Applicaa, check import of all new students to Bromcom (300+ students). Report medical/SEN details to SEND Department. Chase outstanding forms, contact parents with queries. 
· Admit students, allocate to form and to house.
· Assist the Office Manager with the bulk intake of Sixth Form Admissions: 
· Maintain accurate records of offers and acceptances or withdrawals in liaison with the Office Manager. Keep accurate records of numbers, receipt of files and CTFs from previous secondary schools.
· Using Applicaa, check import of all new student to Bromcom. Report medical/SEN/access arrangement details to SEND Department. Chase outstanding forms, contact parents with queries.
· Admit students, allocate to form and to house.
· Liaise with In Year Admissions Officer and HOYs regarding ad hoc In Year Admissions: 
· Inform staff and teachers of new students following detailed checklist, input full details of all new students to Bromcom. Report medical/SEN/access arrangement details to SEND Department. 
· Chase outstanding forms and contact parents with any queries.
· Inform all school departments/teachers to ensure a smooth transition. 
· Maintain form lists for staff reference.
· Manage the off-rolling of Year 11 and Year 13 students: 
· Update Bromcom with student destinations including universities and courses. Maintain form lists for staff reference. Send paper files to new schools for Year 11 leavers if required, and send CTFs. 
· Archive Year 13 student files.
· Manage the In-Year Leavers process. 
· Update Bromcom with destinations. Maintain form lists for staff reference. Send paper files to new schools if required, and send CTFs. Inform HOYs, staff and teachers of leaving dates.
· Actively identify issues and provide ideas to solve these problems, to provide excellent customer service to internal stakeholders.

Communications
· Deal with telephone/email enquiries on a vast array of subjects, forwarding messages to staff as necessary.
· Produce letters on behalf of SLT and teaching staff, ensuring consistent use of ‘house style’, and distribute to parents via email or in-app messaging using the school’s communications software (currently Iris/MyEd). 
· Ensure discrepancies are nil or kept to a minimum. 
· Ensure that all communications are in line with the ethos of the school. 

Ad hoc responsibilities
· Assist with cover on Main Reception and provide a professional service to visitors, parents, staff and students. Use visitor management system (SignInApp) to issue visitor passes and ensure all visitors sign in and out. Monitor the school gates security system, providing access to students and visitors through secure gates. 
· Assist the Attendance Officer with overall student attendance/absence, as and when required.
· Monitor distribution of student bus passes when received from KCC with Reception Staff and record receipt. Deal with any KCC queries.
· Distribute incoming post.
· Undertake ad hoc projects as required by the School Office Manager.
· Update system with new staff signatures.


Continuing Professional Development
1. In conjunction with the office manager, take responsibility for personal professional development, keeping up to date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the school. 
2. Keep up to date with current educational developments and legislation.
3. Undertake any necessary professional development as identified in the School Improvement Plan, taking full advantage of any relevant training and development available. 
4. Maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice. 
5. Identify professional development priorities within the School Office team and adjust as necessary.

This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties. 

Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.


PERSON SPECIFICATION 

	
	Essential
	Desirable 

	Skills & knowledge

	· Proven solid experience of administration. 
· Highly effective written and verbal communication skills – ability to compose letters accurately.
· Ability to work on own initiative and make decisions as well as a member of a collaborative team.
· Good organisational skills, ability to multi-task, prioritise effectively and work to tight deadlines.
· Discretion, sensitivity and diplomacy.
· Excellent interpersonal, oral and written communication skills.
· Proficiency in using Microsoft Office applications (e.g. Outlook, Word, Excel, PowerPoint).
	· Previous experience working in a school environment within administration, or in a working environment as a Personal Assistant.
· Ability to relate to all personnel and children within the school environment.
· Knowledge and experience of whole school procedures, organisation and structure.
· Knowledge of Bromcom, Applicaa/Admissions +, Sign In App and 3CX Phone system 

	Qualifications 
	· Educated to A Level equivalent; C or above at GCSE English and Maths. 
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