	School: Lynsted and Norton
	

	Grade:
	Kent Range 5

	Responsible to:
	Headteacher


Purpose of the Job:

Maintain the efficient running of the school office, provide an administrative service to the Headteacher and staff and assist pupils and parents with any problems they might have.

Key duties and responsibilities:

· Provide a secretarial and administrative service to the Headteacher and other staff, acting as a personal assistant to the Headteacher, keeping the diary, making arrangements and carrying out general office duties in order to free the Headteacher and other staff to concentrate on curricular issues. 

· Provide a first point of contact for pupils and parents at reception to deal with any problems that arise in the first instance or refer them on to ensure that problems are dealt with effectively. 

· Administrate staff absence, keeping paperwork and SIMS.net updated. Submitting data and paperwork to the HR and Payroll Officer in a timely manner for submission. 

· Ensure that all eforms and contracts are signed and saved in the relevant timescales. 

· Maintain to the Single Central Record in accordance with safeguarding guidelines.

· Process paperwork for free school meals. 

· Arrange supply cover when needed and keep the Trusts HR and Payroll Officer informed of length of absence so that relevant insurance claims can be made.

· Administer first aid to pupils to ensure their welfare at school. 

· Update and maintain the schools pupil data base, documents, correspondence and Department of Education and employment forms. 

· Collate and monitor applications for admissions, including new intake of pupils; provide prospective parents with information on the school; enter new intake pupils onto the pupil database, ensuring that the necessary procedures are complied with. 

· Complete relevant forms for pupils leaving the school; update the pupil database and send pupil files to the relevant schools to ensure that procedures are complied with. 

· Collect, record and bank all monies in connection with swimming, school uniform, school journeys, dinner monies and outings in order to comply with financial regulations and audit procedures. 

· Control stock and reorder school uniform to ensure that adequate supplies are always available
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.

Person Specification: Secretary KR5
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· NVQ Level 2 or equivalent.

	EXPERIENCE


	· Experience of development, management and operation of administrative systems.

	SKILLS AND ABILITIES


	· Literacy and numeracy skills.
· Computer literacy - ability to produce a range of documents and reports, including non-standard reports, using Windows WP package, Excel spreadsheet and database functions.
· Supervisory skills.
· Interpersonal, organisational and administrative skills.
· Ability to develop and maintain effective computerised and manual filing systems.
· Ability to organise and prioritise workload to achieve deadlines.
· Ability to investigate complex queries and anomalies when required.
· Ability to take accurate notes and minutes of meetings.
· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the managers concerned.
· Co-ordination skills when arranging meetings and appointments.
· Ability to monitor and process accurate financial records.
· Commitment to equalities and the promotion of diversity in all aspects of working.
· Commitment to safeguarding

	KNOWLEDGE


	· Knowledge for implementing a range of administrative procedures, including use of relevant ICT packages and systems. (SIMS)
· Knowledge of the School’s Record Retention Policy and freedom of information protocols of awareness of the requirement for this policy and protocol.
· Knowledge of a range of IT systems.
· Knowledge of computerised and manual filing systems.
· Awareness of GDPR and confidentiality issues.
· Staff will be expected to have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety.


TERMS AND CONDITIONS OF PRE- APPOINTMENT

The Village Academy Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

· We are an equal opportunities employer – if you need any assistance in filling in the form etc. please let us know. If you wish to look at our equality policy please ask.
· The position is dependent on receiving written references – please give the names of two referees, one of whom should be your current or most recent employer. We will not accept open references. Referees will be asked to comment on;
· Communication skills
· Confidentiality
· Personal organisation and time management 
· Ability to work as part of a team

· Personal qualities e.g. enthusiasm, initiative, stamina, commitment, reliability, flexibility and loyalty

· Decision making and problem solving skills

· The employment of the successful candidate will be dependent on the receipt of an Enhanced disclosure DBS check. This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind-overs, including those regarded as ‘spent’, must be declared.
In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including: 

· motivation to work with children and young people;

· ability to form and maintain appropriate relationships and personal boundaries with children and young people;

· emotional resilience in working with challenging behaviours; and

· attitudes to use of authority and maintaining discipline
