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	JOB TITLE:
	

Administrator

	GRADE:
	NJC Pay Scale 5 – 8 (£25,583 FTE)

	RESPONSIBLE TO:
	Head of College/Deputy Head/Exec SBM 

	HOURS OF DUTY:
	36 hours per week, term time only (including 5 inset days) 




1. Main Responsibilities:  Administration:

· Perform Reception duties throughout the school day: acting as first point of reference for, receiving callers, pupils, parents, visitors and telephone enquiries.
· Monitor enquires and absence email boxes/voicemails.
· Inform caretaker/cleaner of any minor issues.
· Offer helpful, friendly, approachable and professional service at all times and take appropriate action on own initiative, resolving minor matters, referring more serious matters to appropriate member of staff 
· Provide general confidential secretarial service to all relevant staff members, to include preparation, production, distribution and monitoring where necessary of correspondence, maintain general and confidential filing systems. 
· To distribute all correspondence to parents and other external stakeholders by email, text and post. 
· To ensure all visitors sign in, Identification is checked and that the correct lanyards are given.
· Record all deliveries and inform staff that they have arrived. Compare orders with deliveries and update on the PSF system.
· Complete school newsletter to be shared with all stakeholders
· Marking in late pupils & submitting dinner orders.
· Responsible for requesitions and purchasing processes for the college.
· Checking ‘AM’ class registers on Arbor
· Entering late/medical and illness marks.
· Checking classes for absent pupils before ringing parents.
· To telephone parents to establish a reason for non attendance and enter on Arbor.
· To follow up with a text if no reply is received from parents.
· Email notification to Inclusion Team, HOY of any concerns arising from first day response.



 
 	Purchase order requests.
 	Raise requisitions for staff as and when needed, following the Trust processes 
 	Process purchase order requests in accordance with the Academy Trust Financial Handbook ensuring best practice and value for money. 


GENERAL RESPONSIBILITIES
· To undertake any other duties that may fall within the remit of this post. 
· To work consistently to uphold school’s aims 
· To work in a co-operative and appropriate manner with all stakeholders 
· To work with pupils and parents in a courteous, positive, caring and responsible manner at all times. 
· To work with visitors to school in such a way that it enhances the reputation of the school
· To seek to improve the quality of the school’s service
· To present oneself in a professional way that is consistent with the values and expectations of the school 
· Comply with policies and procedures relating to: child protection; health, safety and welfare; confidentiality and data protection; safeguarding, reporting all concerns to an appropriate person. 
· Be aware of and support difference and ensure equal opportunities for all 
· 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 as required 
· Participate in training and other learning activities and performance development as required


UNIFORM
· To wear a branded uniform as part of the role as Administration .
· To act as an ambassador of Kings Academy Trust 
The job description is current but recognises that while effort has been made to explain the main duties and responsibilities, each individual task may not be identified. It is recognised that technological changes and advancements make it impossible. Therefore, in consultation with the post holder, it may be amended to reflect or anticipate any changes to the role. 
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