Twydall Primary School

Job Description


	Post
	Administrative Support

	Grade 
	D2

	Hours
	39 weeks per year (term time + staff development days) 37 hours per week


	1. PURPOSE

a. To provide administrative functions for the school under the direction of the Office Management and Core Leadership Team.

b. To promote the school in a positive and professional manner at all times to staff, pupils and visitors.

c. To carry out the professional duties in accordance with school policies.

2. ACCOUNTABILITY

a. Provide comprehensive administrative support and organisational services to the school.

b. Undertake IT based tasks including operation of relevant equipment and advanced IT packages.

c. Develop and maintain recording and information systems.

d. Organise and co-ordinate events.

e. Co-ordinate all communications from the school.

f. Operate bespoke school information management systems.

g. Responsible for completion and submission of forms, returns etc., including those to outside agencies.

h. Be responsible for the school website including all required updates.

i. To be involved in training relating to staff development.

3. ORGANISATION

a. The postholder will be line managed by the Office Management and Core Leadership Team.
b. The postholder will have daily contact with staff, pupils, parents and other outside agencies.

4. FINANCIAL ACCOUNTABILITIES

a. The postholder will have no direct financial responsibility.
5. WORKING ENVIRONMENT

a. The post will be based within the school buildings.



	6. PERSON SPECIFICATION

1. Experience
· Relevant work experience

Essential

· Experience of working on own initiative.

Essential

· Experience of the use of a wide range of computer software (e.g. word processing, spreadsheets, databases).

Essential

· Knowledge/experience of Education sector and/or schools.

Desirable

2. Special abilities / aptitudes
· Flexibility and ability to work as part of and to contribute to the school administrative team.

Essential

· Interpersonal skills - dealing with parents, students, colleagues and outside agencies.

Essential

· Ability to deal sensitively and in confidence with a wide range of issues relating to working practices.

Essential

· Ability to communicate effectively at all levels both verbally and in writing.

Essential

· Ability to work effectively under pressure and to manage own workload.

Essential

· Ability to type quickly and accurately.

Essential

· Ability to work methodically, ensuring attention to detail.

Essential

· Numeracy skills.

Essential

3. Education and Training
· Good General Standard of Education.

Essential

Disqualifying Factors

Indication of sexist, racist or anti-disability attitudes or any other inconsistent with the Authority’s Equal Opportunities Policy.




This job description is subject to review by the Headteacher in consultation with the postholder as appropriate to the changing needs of the school.
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