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Laleham Gap School Job Description
Job Description: Thanet Inclusion Support Service Administrator 
	School:
	Laleham Gap School

	Grade:
	Kent Range 5

	Responsible to:
	HR & Administration Manager


Purpose of the Job:

Provide organisational support and assist in the smooth running of the Thanet Inclusion Support Services team and Laleham Gap School, taking a proactive role in relation to its day-to-day functioning. Co-ordinating and planning training events and key meetings. 
Main duties and responsibilities: 

1. Act as the main point of contact for all schools and settings in Thanet, investigating complex queries and, assessing the nature of telephone calls, referring them to the appropriate person and managing follow-ups and timescales as appropriate.
2. Administration support for the Thanet Inclusion Support Service team and Laleham Gap School. Support the day-to-day clerical and administrative functions of the team in addition to monitoring e-mails and telephone messages, producing reports, arrange and co-ordinate appointments and meetings on behalf of the team and wider functions, manage diaries as required and dispatching the relevant documents and taking minutes where required.
3. Develop, maintain and monitor all office systems, including  inputting case file data onto the KCC database (Synergy and shared Staff spreadsheet) 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.  
4. To co-ordinate the administration function for the Local Inclusion Forum Team meetings.  

5. To fully co-ordinate the Thanet Inclusion Support Services Training Schedule for East Kent and District schools and settings in line with the District Plan. To update the training centre online schedule and to liaise with relevant staff to update the online bookings system and relevant areas of the website. To liaise with outside agencies to manage waiting lists for cross service training. To produce and maintain the relevant documentation and related materials with regard to the smooth running of training events. To support the organisation of large gatherings such as conferences involving external agencies and speakers.  To collate and produce statistical reports in relation to course feedback as well as trends in attendance.  
6. Process, maintain and monitor financial records relating to expenditure and income, including the preparation of invoices for payment, processing charges and monitoring expenditure against budgets,  identifying and  referring to manager anomalies to ensure financial information and procedures relating to the team are accurate and up-to-date.
7. Any other additional duties as required.

