



Job Description : Hub Administrator
	Grade:
	KR5 37 Hours

	Responsible to:
	Hub Manager and Executive AHT 


Purpose of the Job:

To ensure the provision of an administrative support service to assist in the efficient management of the Hub, through the personal assistant service to the Hub Manager , providing administration support for the senior staff, and other tasks as circumstances dictate.

1) Main duties and responsibilities:

· To provide comprehensive administrative support including updating, maintaining and modifying records. Retrieving data on cases and documents, using both manual and electronic systems, spreadsheets and databases, preparing standard and non-standard reports and input into tracking systems, whilst ensuring data quality checking and reconciling of casework and management information systems accurately and timely.

· To be the initial point of contact for visitors and external enquiries and to direct communications to the appropriate personnel.

· To plan, organise and coordinate all Locality Centre’s internal and external meetings, ensuring the whole process runs smoothly and that every administrative aspect is covered including note taking and distribution to Unit members.

· To provide assessment & data administration, including collecting individual pupil assessment and other appropriate information and maintain the Locality’s data management system; collating and preparing Sims returns and other data for analysis as requested by the Hub Manager , prepare end of term letters for parents/staff and transport companies.     

· To organise and order Home to School Transport for School Pupils, maintaining an up to date record of the school transport list, pupil and taxi contact details, liaising with the Passenger Transport Unit for the authority and individual taxi firms.

· To maintain pupil registers ensuring that registers are up to date and properly updated, contact non-attendees regarding reason for absence.

· To provide reception service for the Locality Centre, ensuring that all visitors comply with the signing in, signing out and identification requirements, that the main telephone line is answered promptly and that all generically addressed post is opened and forwarded to relevant personnel within the Centre making a copy of any key documents that might go astray.

· To maintain and monitor the Centre’s Health & Safety system, checking all fire equipment on a monthly basis and recording this action in the appropriate book; ensuring that the First Aid equipment is up to date and appropriately stocked. 

· When requested by management, to make the correct examination arrangements for pupils within the Centre, administering and maintaining any paper based or online assessment systems subscribed to by the school.

· To oversee the administration of financial systems relating to expenditure and income (e.g. processing invoices, monitoring expenditure, managing accounts and processing changes) in accordance with financial regulations and directorate procedures for the designated hub. 
2) Generic Responsibilities:

3) To maintain good order and discipline among the pupils, safeguarding their health and safety.

4) To work collaboratively and cooperatively with other members of the staff

5) To work positively and enthusiastically with all stakeholders and to be an ambassador for The Education Health Needs Service

6) Work may also include helping with displays, generic administrative tasks and preparing differentiated delivery materials under the direction of the line manager.

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.

Job Match (Job Profile reference, Grade and date of match) initials of personnel representative. 


