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Nexus School

Tonbridge and Malling Specialist Teaching and Learning Service
Job Advert:  Administration/LIFT Officer – KR5
Do you want to be a part of a committed and successful team who are dedicated to “making a difference” to children and young people with SEND, their families and professionals who work with them?
Tonbridge and Malling STLS is one of twelve District STLS teams in Kent and is committed to providing advice and training to support settings and schools to help improve the outcomes for children and young people with SEND. The service operates within mainstream schools and Early Years settings in the Tonbridge and Malling District. We are commissioned by Kent County Council and employed by and based at Nexus School. A solution-focused approach is at the heart of all that we do to improve inclusive practice. 

We are seeking an enthusiastic, resourceful and computer literate Administration Officer who will manage the LIFT (Local Inclusion Forum Team) aspect of the Tonbridge and Malling Specialist Teaching and Learning Service referral process.  The successful candidate will need to be a team player and can use initiative to support staff in a busy office and if possible have experience of working within a school environment or educational setting. 
The successful candidate will possess excellent communication and interpersonal skills with the ability to prioritise their workload. Applicants should have administration experience and be computer literate and have worked with MS Word, Outlook, Publisher and Excel. Experience with management information systems is desirable but training will be provided. Applicants should have an excellent and confident telephone manner.
You will be an efficient, calm and organised individual with the ability to work under pressure and be able to demonstrate a high level of administrative skills including dealing with confidential and sensitive material.  It is essential that the successful applicant will have a willingness to learning new skills and procedures and you will be required to observe confidentiality protocols at all times and be GDPR. 
Candidates called for interview will be required to complete a Word and Excel task.

Nexus School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
Start date: May/June 2021
Nexus School
Tonbridge and Malling Specialist Teaching and Learning Service
Job Description:  Administration/LIFT Officer – KR5
	School:
	Nexus School

	Grade:
	Kent Range 5

	Responsible to:
	Assistant Headteacher / T&M District Lead STLS

	Hours:
	25 hours per week 
Term time only. 

Temporary 1 year Contract


Purpose of the Job:

To provide administrative support to the Specialist Teaching and Learning Service.
Key duties and responsibilities:
1. Prepare, attend and minute the termly LIFT Executive meetings attended by Head Teachers and Multi-Agency staff.

2. Collating of all documentation in preparation for the Local Inclusion Forum Team (LIFT) meetings e.g. producing agendas, distributing meeting documentation, finalising and distributing meeting outcomes.

3. Update manual and computerised records / management information systems.  Training will be provided on the Synergy Children’s Education Database System.

4. Act as a point of contact for all general enquiries for the STLS team, fielding incoming calls and queries to the STLS team.

5. Provide administrative support e.g. filing and creating of files (soon to be maintained electronically – training will be provided), emailing, completion of routine forms. 

6. Managing general shared office duties eg: the post, photocopying etc.
Nexus School
Tonbridge and Malling Specialist Teaching and Learning Service
Person Specification: Administration/LIFT Officer – KR5
The following outlines the criteria for this post.   

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

	
	CRITERIA 

	QUALIFICATIONS

	· GCSE or equivalent C grade or above in English and Maths

	EXPERIENCE


	· Extensive knowledge of administration and office systems and fully proficient in all Microsoft packages and Excel.
· Experienced and proficient minute taker and meeting organiser 



	SKILLS AND ABILITIES


	· Ability to communicate effectively with other school staff and teachers, senior leadership team, pupils, parents / carers, visitors. 
· Computer literacy – ability to use a computer and produce a range of accurate documents, using Windows and Excel. An understanding of Microsoft 365 and One Drive would be beneficial
· Ability to take accurate notes and minutes of meetings is essential.

· Ability to work on own initiative and work to deadlines.
· Confident telephone manner and ability to write down accurate messages.
· Good organisational skills.
· Ability to use a filing system, once training has been provided.
· Ability to retain and use a range of new information.
· Ability to work confidentially, keeping work-related issues and discussions in the workplace. 
· Have a good understanding of GDPR compliance
· Willingness to attend training courses which help you in your current role and develop your potential for other roles.


	KNOWLEDGE


	· Knowledge of a range of administrative support tasks and office related school procedures and systems.

· Knowledge and confidence with electronic and manual filing systems.
· Knowledge and experience of relevant systems and specialist ICT packages.
· Awareness of equalities and diversity issues – respecting the needs and views of other people.
· Awareness of Data Protection and confidentiality issues. GDPR
· Understanding of health and safety issues within the workplace, once these have been explained. 



