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Dear Applicant, 

Post of: Administrative Assistant
Term Time Only, Fixed Term Contract, for twelve months- for 30 Hours


We are looking to appoint an Office Administrator who will assist the Business Manager in ensuring the smooth and efficient operation of the school office throughout the year. Under the guidance of senior staff, you would be responsible for undertaking administrative, financial and organisational processes within the school and assisting with the planning and development of support services. The Business Manager and School Office Administrators work closely as a team, to ensure the efficient and operational running of the school offices. You will need good written and verbal communication skills and be proficient managing manual and computerised record/information systems. Attention to detail and good organisational skills are essential to this role. As part of our team, you will need to have a friendly, 'can-do' disposition and be willing to provide general assistance when required. 

Brownlow Fold offers you:
· A popular school in the heart of a multicultural community;
· Happy, caring children who are eager to learn;
· An enthusiastic and dedicated team, determined to enable every child to succeed;
· Supportive parents and a committed Governing body;
· Excellent opportunities for professional development.
· Simplifying work processes and managing workloads for an improved work-life balance.


The children, staff and Governors are looking for:
· A skilled, competent and knowledgeable administrator to work within our friendly administration team, with an aspiration to progress in their career;
· A Senior Administrative Assistant who will be an integral element of the development of the administrative functions within our school;
· We are a school that embodies our values and we expect all staff members to be committed to learning and developing their skills and knowledge continually;
· A candidate who will relentlessly demonstrate positive skills and attributes so that they impact positively on the whole school;
A candidate who will relentlessly demonstrate positive skills and attributes so that they impact positively on the whole school;
· We expect that our newest team member will be able to work exceptionally well within a team but also independently, demonstrating initiative and self-motivation;
· We will be able to offer career development opportunities for the right candidate, the opportunities to lead on your own projects and take responsibility for key areas of administrative functions within the school and the Early Years Unit.





The successful applicant:
· MUST have a continuing positive commitment and involvement with parents, the wider community and all stakeholders;
· Be proactive in fostering positive relationships;
· Have excellent IT skills using a range of software programs;
· Be able to communicate effectively with a wide range of people;
· Be able to work as part of a team, but also show initiative to work independently;
· Demonstrate excellent organisational, time-management, interpersonal and communication skills;
· Have excellent numeracy and literacy skills;
· Be committed to high standards of presentation, with attention to detail;
· Convey a ‘can do’ attitude and present as an effective team player to secure successful outcomes for school;
· Be able to maintain high levels of discretion and confidentiality;
· Have the ability to plan and prioritise own workload and meet deadlines;
· Awareness and adherence to General Data Protection Regulations.


We are a school that makes a difference to the lives of our children and families. We offer our children a lot more than just the National Curriculum and focus on more than ‘just doing well in tests.’ Skills such as honesty, integrity, resilience and empathy are life skills that are necessary for society and every work place. Learning at Brownlow Fold is about helping our children to develop their interests and abilities, providing valuable learning experiences both inside and outside the classroom. Our ethos is characterised by high expectations and aspirations for all pupils. We are committed to achieving high standards for all pupils in order that they can attain the highest levels of achievement and personal development.  


An informal visit to the school is encouraged and warmly welcomed. We recommend that visits take place during the school day then you are able to meet the children and staff and get a real flavour of what life at Brownlow Fold is like.  Please contact Louise Vickers, School Business Manager on 01204 333511, to arrange.


We look forward to hearing from you.

Mrs J. Cheung,
[image: ]
Headteacher





















Details of Application and Selection Process:


Administrative Assistant
       


Contract – Term Time Only, Fixed Term Contract, for twelve months- for 30 Hours


Key Deadlines:

· Closing date for applications is: Noon, Wednesday 4th September, 2024
· Shortlisting will be on: Wednesday 4th September, 2024
· [bookmark: _GoBack]Interview and written task: Tuesday, 10th September, 2024


Following the shortlisting process, successful candidates will be invited for an interview. 

The interview process will involve a panel interview.

The successful candidate will be informed soon after the decision has been made.

Unsuccessful candidates will get the opportunity to obtain verbal feedback from the Head Teacher.

If after reading this documentation, you feel that you meet the specification for the post, and can meet the challenges facing the school, we would like to hear from you.


Please send your completed application form, together with a supporting statement to:


		Mrs J Cheung
		Brownlow Fold School
		Darley Street
		Bolton
		BL1 3DX
		Tel: 01204 333511       
E-mail: office @brownlow-fold.bolton.sch.uk

	
BROWNLOW FOLD PRIMARY SCHOOL

JOB DESCRIPTION: SCHOOL ADMINISTRATOR

The job description below is a communication tool that will enable you to clearly understand the expectations of your role, its essential duties, including the competences and responsibilities that your job entails. At Brownlow Fold we want to ensure that our goals and values as an organization are reflected within all job descriptions. 

Our Mission Statement
Our mission is to improve educational outcomes for all pupils at Brownlow Fold and to ensure that pupils leave us well prepared academically, socially and emotionally for the next stage of their education.

At Brownlow Fold our aim is to:

· Provide a stimulating, child-centred curriculum which inspires pupils to learn. 

· Promote challenge in a safe and nurturing environment.

· Develop pupils that are confident, resilient, self-assured learners with excellent attitudes to learning.

· Work collaboratively with all stakeholders (home / school /child / governors / community).

· Ensure that pupils are safe and feel safe at all times. 

· Encourage curiosity, enthusiasm and independence.

· Engender within school a caring and sharing ethos where children, parents and staff feel welcome, valued and respected.

· Teach children to respect each other and themselves.


At Brownlow Fold we want our pupils to: 

· Love the challenge of learning and develop resilience. 

· Be curious, interested learners who seek out and use new information to develop, consolidate and deepen their knowledge, understanding and skills. 

· Thrive in lessons and regularly take up opportunities to learn.

· Recognise the difference between right and wrong. 

· Discuss and debate issues in a considered way, showing respect for different ideas and points of view.

· To make informed choices about healthy eating, fitness and their emotional and mental well-being.

· Make consistently high rates of progress in relation to their starting points.
To achieve all of the above we must engage with those in the school community and beyond, to build a learning community which supports achievement and attainment because:  
Together we Fly

BROWNLOW FOLD PRIMARY SCHOOL

JOB DESCRIPTION: SCHOOL ADMINISTRATOR

	School
	BROWNLOW FOLD PRIMARY SCHOOL

	Job Title
	SCHOOL ADMINISTRATOR – GRADE D

	Grade
	GRADE D (POINT 6-11)

	Primary Purpose of the Job
	Under the guidance of senior staff: be responsible for undertaking administrative, financial, organisational processes within the school.  Assist with the planning and development of support services  

	Responsible to
	Head Teacher /School Business Manager

	Responsible for
	n/a

	Principal Responsibilities
	Provide clerical, administrative and financial support to the school



	MAIN DUTIES

Organisation


	· Deal with complex enquiries from staff, pupils, parents etc


	· Contribute to the planning, development and organisation of support service systems/procedures/policies


	· Organise school trips/events etc


	Administration


	· Manage manual and computerised record/information systems


	· Analyse and evaluate data/information and produce reports/information/data as required


	· Undertake typing and word-processing and complex IT based tasks


	· Provide personal/administrative and organisational support to other staff

· Complete and submit monthly returns for dinner money collection


	· Provide administrative and organisational support to the Governing Body

	· Undertake administration of complex procedures


	· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfES, Local Authority


	· Undertake the administration of FMS as appropriate

· Undertake routine administration of school lettings and other uses of school premises.

	

	Resources


	· Operate relevant equipment/complex ICT packages


	· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required


	· Manage uniform/snack/other ’shops’ within the school


	· Provide advice and guidance to staff, pupils and others


	· Undertake research and obtain information to inform decisions


	· Assist with procurement and sponsorship


	· Assist with marketing and promotion of the school


	· Manage administration of facilities including use of school premises


	· Undertake complex financial administration procedures


	· Assist with the planning, monitoring and evaluation of budget


	· Manage expenditure within an agreed budget as appropriate

	

	Responsibilities


	· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person


	· Contribute to the overall ethos/work/aims of the school


	· Establish constructive relationships and communicate with other agencies/professionals


	· Attend and participate in regular meetings (excluding governor meetings)


	· Recognise own strengths and areas of expertise and use these to advise and support others

	Job Description prepared/updated:
	July 2017

	Job Description prepared by:
	The Head Teacher with guidance from Bolton Council Schools Human Resource Office





		Post Holder Signed:   
                                                        
         
	Date: 

	Head Teacher Signed: [image: ]


	Date:




	
ORGANISATIONAL COMPETENCIES

Customer Care 
· To provide quality services that are what our parents/carers and pupils want and need 
· To give parents/carers and pupils the opportunity to comment or complain if they need to
· To work with parents/carers and pupils and do what needs to be done to meet their needs
· To inform the Head Teacher about what parents/carers and pupils say in relation to the services delivered

Valuing Diversity 
· To accept everyone has a right to their distinct identity.
· To treat everyone with dignity and respect and to ensure that what all members of our school tell us is valued by reporting back to the school
· To be responsible for promoting and participating in the achievement of the school valuing diversity ethos

Continuing Professional Development 
· To make every effort to access development opportunities and ensure you spend time with the school CPD co-ordinator or your staff development team leader in order to identify your development needs.
· To be ready to share learning with others
· To participate in relevant staff training days each academic year

Developing Yourself and Supporting Others 
· To make every effort to access development opportunities and ensure you spend time with your line manager identifying your development needs through your professional development plan.  

Health and Safety
· To operate safely within the workplace with regard to Health and Safety legislation.

Confidentiality
· An acknowledgement of the need to maintain confidentiality at all times and to become aware of the National, Council and school/setting policies on Confidentiality, and the management and sharing of information.













BROWNLOW FOLD PRIMARY SCHOOL

PERSON SPECIFICATION

	School
	BROWNLOW FOLD PARIMARY SCHOOL

	Job Title
	SCHOOL ADMINISTRATOR – GRADE D



	STAGE ONE
	Disabled Candidates are guaranteed an interview if they meet the essential criteria



	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.	Skills and Knowledge

	1.1
	Basic awareness of first aid
	Application Form/Interview

	1.2
	Use of specialist equipment/resources
	Application Form/Interview

	1.3
	Awareness of relevant policies/codes of practice and relevant legislation
	Application Form/Interview

	1.4
	Intermediate ICT skills
	Application Form/Interview

	1.5
	Ability to self-evaluate learning needs and actively seek learning opportunities
	Application Form/Interview

	1.6
	Ability to relate well to children and adults
	Application Form/Interview

	1.7
	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these
	Application Form/Interview

	1.8  
	Ability to persuade, motivate and negotiate

	Application Form/Interview

	1.9
	To be able to initiate opportunities to ensure tasks are completed  within specified timeframes
	Application Form/Interview

	1.10
	Customer Care – Listen and respond to customer need, seek out innovative ways of consulting service users and engaging partners.  Network with others to develop services for the benefit of the service users.

	Application Form/Interview

	1.11
	Valuing Diversity - 
Listen, support and monitor the diverse contributions made to service development without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and help to develop their potential.  Understand how Valuing Diversity can improve our ability to deliver better services and reduce disadvantage.

	Application Form/Interview

	1.12
	Developing Self and Others - Ability to question, and request right training and development that links to the post, to seek opportunities that add to skills and knowledge, to respond positively to opportunities that arise. And to support others’ learning and share learning with others

	Application Form/Interview


 
	2.	Experience/Qualifications/Training etc

	2.1
	Very good numeracy/literacy skills

	Application Form

	2.2
	Experience of development, management and operation of administrative systems

	Application Form/Interview

	2.3
	Willingness to participate in relevant training and development opportunities
	Application Form/Interview

	3.	Work Related Circumstances – Professional Values & Practices

	3.1
	High expectations of all pupils; respect for their social, cultural, linguistic, religious and ethnic background and a commitment to raising their educational achievements

	Application Form & Interview

	3.2
	Ability to build and maintain successful relationships with pupils, treat them consistently, with respect and consideration and demonstrate concern for their development as learners

	Application Form & Interview

	3.3
	Demonstrate and promote the positive values, attitudes and behaviour they expect from the pupils with whom they work

	Application Form & Interview

	3.4
	Ability to work collaboratively with colleagues and carry out role effectively, knowing when to seek help and advice

	Application Form & Interview

	3.5
	Able to liaise sensitively and effectively with parents and carers recognising their role in pupil learning

	Application Form & Interview

	3.6
	Able to improve their own practice through observations, evaluations and discussion with colleagues.
	Application Form & Interview



	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements

	ADDITIONAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.	Skills and Knowledge

	1.1

1.2
	Previous experience of working within an office environment
 
Previous experience of SIMS packages


	Application Form & Interview

Application Form & Interview

Application Form & Interview

	1.3
	Previous experience of statistical returns. e.g DfES

1.4 Previous experience of Health & Safety policies & procedures.
	

Application Form & Interview

	2.	Experience/Qualifications/Training etc

	2.1



2.2
		NVQ  Level 2 or equivalent qualification or experience in relevant discipline

	NVQ Level 3 or equivalent to progress to Scale 5



	Application Form/Interview



	Note to Applicants: Please try to show in your application form, how best you meet these requirements


























BROWNLOW FOLD PRIMARY SCHOOL

JOB DESCRIPTION: SCHOOL ADMINISTRATOR

	School
	BROWNLOW FOLD PRIMARY SCHOOL

	Job Title
	SCHOOL ADMINISTRATOR 

	Grade
	GRADE E

	Primary Purpose of the Job
	Under the guidance of senior staff: be responsible for undertaking administrative, financial, organisational processes within the school.  Assist with the planning and development of support services.

	Responsible to
	Head Teacher /School Business Manager

	Responsible for
	n/a

	Principal Responsibilities
	Provide clerical, administrative and financial support to the school.



	MAIN DUTIES

Organisation


	· Deal with complex enquiries from staff, pupils, parents etc


	· Contribute to the planning, development and organisation of support service systems/procedures/policies


	· Organise school trips/events etc


	Administration


	· Manage manual and computerised record/information systems


	· Analyse and evaluate data/information and produce reports/information/data as required


	· Undertake typing and word-processing and complex IT based tasks


	· Provide personal/administrative and organisational support to other staff

· Complete and submit monthly returns for dinner money collection


	· Provide administrative and organisational support to the Governing Body

	· Undertake administration of complex procedures


	· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfES, Local Authority


	· Undertake the administration of FMS as appropriate

· Undertake routine administration of school lettings and other uses of school premises.

	

	Resources


	· Operate relevant equipment/complex ICT packages


	· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required


	· Manage uniform/snack/other ’shops’ within the school


	· Provide advice and guidance to staff, pupils and others


	· Undertake research and obtain information to inform decisions


	· Assist with procurement and sponsorship


	· Assist with marketing and promotion of the school


	· Manage administration of facilities including use of school premises


	· Undertake complex financial administration procedures


	· Assist with the planning, monitoring and evaluation of budget


	· Manage expenditure within an agreed budget as appropriate

	

	Responsibilities


	· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person


	· Contribute to the overall ethos/work/aims of the school


	· Establish constructive relationships and communicate with other agencies/professionals


	· Attend and participate in regular meetings (excluding governor meetings)


	· Recognise own strengths and areas of expertise and use these to advise and support others


This is not an exhaustive list of responsibilities and related duties and may be amended at the discretion of the Head Teacher to meet the needs of the school.          

The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.



	Job Description prepared/updated:
	October 2018

	Job Description prepared by:
	The Head Teacher with guidance from Bolton Council Schools Human Resource Office




	



	Post Holder Signed:   
                                                        
[image: ]         
	Date: 

	Head Teacher Signed:


	Date:



	
ORGANISATIONAL COMPETENCIES

Customer Care 
· To provide quality services that are what our parents/carers and pupils want and need 
· To give parents/carers and pupils the opportunity to comment or complain if they need to
· To work with parents/carers and pupils and do what needs to be done to meet their needs
· To inform the Head Teacher about what parents/carers and pupils say in relation to the services delivered

Valuing Diversity 
· To accept everyone has a right to their distinct identity.
· To treat everyone with dignity and respect and to ensure that what all members of our school tell us is valued by reporting back to the school
· To be responsible for promoting and participating in the achievement of the school valuing diversity ethos

Continuing Professional Development 
· To make every effort to access development opportunities and ensure you spend time with the school CPD co-ordinator or your staff development team leader in order to identify your development needs.
· To be ready to share learning with others
· To participate in relevant staff training days each academic year

Developing Yourself and Supporting Others 
· To make every effort to access development opportunities and ensure you spend time with your line manager identifying your development needs through your professional development plan.  

Health and Safety
· To operate safely within the workplace with regard to Health and Safety legislation.

Confidentiality
· An acknowledgement of the need to maintain confidentiality at all times and to become aware of the National, Council and school/setting policies on Confidentiality, and the management and sharing of information.





BROWNLOW FOLD PARIMARY SCHOOL

PERSON SPECIFICATION

	School
	BROWNLOW FOLD PARIMARY SCHOOL

	Job Title
	SCHOOL ADMINISTRATOR – GRADE E



	STAGE ONE
	Disabled Candidates are guaranteed an interview if they meet the essential criteria



	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.	Skills and Knowledge

	1.1
	Basic awareness of first aid
	Application Form/Interview

	1.2
	Use of specialist equipment/resources
	Application Form/Interview

	1.3
	Awareness of relevant policies/codes of practice and relevant legislation
	Application Form/Interview

	1.4
	Intermediate ICT skills
	Application Form/Interview

	1.5
	Ability to self-evaluate learning needs and actively seek learning opportunities
	Application Form/Interview

	1.6
	Ability to relate well to children and adults
	Application Form/Interview

	1.7
	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these
	Application Form/Interview

	1.8  
	Ability to persuade, motivate and negotiate

	Application Form/Interview

	1.9
	To be able to initiate opportunities to ensure tasks are completed  within specified timeframes
	Application Form/Interview

	1.10
	High expectations of all pupils; respect for their social, cultural, linguistic, religious and ethnic background and a commitment to raising their educational achievements.

	Application Form/Interview

	1.11
	Ability to build and maintain successful relationships with pupils, treat them consistently, with respect and consideration and demonstrate concern for their development as learners.
	Application Form/Interview

	1.12
	Demonstrate and promote the positive values, attitudes and behaviour they expect from the pupils with whom they work.
	Application Form/Interview

	1.13
	Ability to work collaboratively with colleagues and carry out role effectively, knowing when to seek help and advice.
	Application Form/Interview

	1.14 
	Able to liaise sensitively and effectively with parents and carers recognising their role in pupil learning.
	Application Form/Interview

	1.15
	Able to improve their own practice through observations, evaluations and discussion with colleagues
	Application Form/Interview

	1.16
	Very good numeracy and literacy skills.
	Application Form/Interview

	1.17
	Competencies
Please note the school’s competencies, which are considered to be essential for all roles, are in the attached Core Competencies document.
	Interview


 
	2.	Experience/Qualifications/Training etc

	2.1
	Experience of development, management and operation of administrative systems.

	Application Form

	2.2
	Holder of GCSE Mathematics and English qualification Grades A-C or 9-4 or the equivalent.

	Application Form/Interview

	2.3
	Willingness to participate in relevant training and development opportunities.
	Application Form/Interview

	3.	Work Related Circumstances – Professional Values & Practices

	3.1
	This post is subject to an enhanced disclosure and a barred list check from the Disclosure and Barring Service.
	Application Form & Certificate

	STAGE TWO

	
Will only be used in the event of a large number of applicants meeting the minimum essential requirements. Please try to show in your application form, how best you meet these requirements.

	ADDITIONAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.	Skills and Knowledge

	1.1

1.2
	Previous experience of working within an office environment
 
Previous experience of SIMS packages


	Application Form & Interview

Application Form & Interview

Application Form & Interview

	1.3
	Previous experience of statistical returns. e.g DfE

1.4 Previous experience of Health & Safety policies & procedures.
	

Application Form & Interview

	2.	Experience/Qualifications/Training etc

	2.1

		NVQ  Level 3 or equivalent qualification or experience in relevant discipline



	Application Form/Interview

	Note to Applicants: Please try to show in your application form, how best you meet these requirements





CORE COMPETENCIES

These core competencies are considered essential for all roles within this school. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period.

Developing Self and Others
Promote a learning environment to embed a learning culture. Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development.

Civil Contingencies
Bolton Council has a statutory duty under the Civil Contingencies Act 2004 to respond in the event of an emergency. If the Emergency Management Plan is activated, you may be required to assist in maintaining key council services and supporting the community. This could require working outside of routine working hours and working from places other than your normal place of work.

Equality and Diversity
Uphold the principles of fairness and the Equality Act 2010 in all undertakings as an employee of the school, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

Customer Care
The ability to fully understand, assess and resolve the needs of all customers including those who present with complex situations, in a manner that respects dignity and expresses a caring and professional image.

Health and Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow school policies and procedures on dealing with personal information and information assets, including the Code of Conduct, Information Management, and ICT Acceptable Use. Personal or confidential data should only be accessed or used for school purposes.

Fluency Duty
Should you be required, as a regular and intrinsic part of your role, to speak to members of the public in English, you must be able to converse at ease with customers and provide advice in accurate spoken English, as required by the Immigration Act 2016.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.



Safeguarding
This School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure and Barring Service.
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