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JOB DESCRIPTION

	JOB TITLE           

	BUSINESS SUPPORT
ADMINISTRATION – LEVEL B (SPECIAL SCHOOL)

	DEPARTMENT

	Economy, Skills & Neighbourhood
	SCHOOL
	KINGSLAND SCHOOL

	GRADE

	Grade 3
Point 6 – 11 
	JE CODE
	Term time only

	HOURS
	30 hours  50 minutes per week 
(8.20am – 3.00pm)
	
	



	JOB PURPOSE

Under the direction of the Business Manager, the post holder will provide routine general clerical and administrative support to the school, as a member of the Business Support Team.




	KEY TASKS – Administration & ICT


	1.

	Undertake word processing and other ICT related tasks including letters, reports and schedules, and work which utilises other ICT packages, such as databases, spreadsheets, formatting presentations or research on the internet.

	2.

	Take notes/minutes of meetings as required, e.g. school committees, pupil reviews, pupil meetings and staff meetings, and undertake other related tasks to support the organising of meetings, such as typing agendas, collating papers and booking rooms.

	3.


4.

5
	Maintain and collate both paper and electronic registers and pupil reports, including CENSUS data and other information that is routinely required by Oldham Council and the Department for Education.
Maintain manual and computerised records/returns/management information systems such admission and pupil records.  
To ensure the accurate recording of meetings in the school diary.

	6.
	Co-ordinate transport for pupils to and from school and appointments as needed.

	7.

	Support members of the Pastoral Team with the accurate maintenance of the daily pupil attendance register; establishing and reporting the reason for individual pupil absence/lateness.

	8.
	Actively participate in the organisation of whole school events e.g. training events as part of a wider team. 

	9.


10.


11.

	To use school Management Information Systems to ensure the accurate and complete recording of attendance marks and follow up any missing marks with SLT/Pastoral Team.
To maintain school uniform held in school; to oversee the distribution of uniform to pupils in line with school policy and to ensure that stock levels are adequately maintained.
To use CPOMS to accurately record concerns and information.


	


	

	KEY TASKS – Reception & Customer Service


	12.
	Undertake reception duties, answering routine telephone and face-to-face enquiries, taking messages and forwarding them onto the relevant person as required.

	13.
	Welcome pupils to the school, ensuring health and safety and safeguarding procedures are followed, including accurate registering and safe storage of personal belongings upon arrival.

	14.
	Respond to queries from parent/carers and external organisations, and for those that cannot be resolved immediately, take messages and forward them on to the most appropriate person as required.

	15.

16.
	Make arrangements for external visitors, for example, the school nurse, professionals and parents.
To monitor CCTV to promote Health and Safety across school and report any concerns to the relevant person.


	KEY TASKS – General Clerical


	17.
	Provide general clerical support e.g. photocopying, filing, emailing, completing routine forms and responding to routine correspondence/enquires and reporting equipment faults e.g. reprographics machines. 

	18.
	Maintain a tidy working area adhering to GDPR guidelines and School policy at all times.


	KEY TASKS – Welfare


	19.

20.
	Undertake pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff in accordance with school procedures.
Maintain accurate records of pupil medication as required.


	
	



	STANDARD DUTIES


	1.

	Understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.

	2.
	Uphold and promote the values and the ethos of the school.

	3.

	Implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

	4.

	Take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

	5.
	Participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.

	6.
	Attend and participate in relevant meetings as appropriate.

	7.
	Undertake any other additional duties commensurate with the grade of the post. 



	CONTACTS

Pupils, staff,  parents, carers and visitors to the school




	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT


	Responsible to:

	Business 

	Responsible for:

	Not applicable



	SPECIAL CONDITIONS 

Disclosure and Barring Certificate required – Enhanced




	
	DATE
	NAME
	POST TITLE

	PREPARED
	2011
	JE
	

	REVIEWED
	March 2014
	Carol Jones
	School Business Manager

	REVIEWED
	June 2015
	Carol Jones
	School Business Manager

	REVIEWED
	March 2019
	Carol Jones & Chrissy Emerson
	School Business Manager

	REVIEWED
	June 2023
	Carol Jones & Chrissy Emerson
	School Business Manager

	REVIEWED 
	Sept 2026
	Carol Jones & Chrissy Emerson
	School Business Manager2



PERSON SPECIFICATION

Job Title: LEVEL B – ADMINISTRATION (Special School)

	
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	
Education & Qualifications
	
Literacy and Numeracy skills equivalent to Level 2 of the National Qualification & Credit Framework.

First aid at work qualification or willingness to obtain
	
NVQ 2 in Business Administration.

Driving licence free from significant endorsement.
	
AF




AF / I

	Experience
	
Experience of using computer packages for word processing, spreadsheets, databases, e-mails and researching information.

Experience of undertaking a wide range of office based administration and clerical tasks, including financial procedures and responsibilities.

Experience of undertaking reception duties and providing high levels of customer care

Experience of team-working to work effectively with others and meet deadlines and goals

Experience of following instructions, procedures and policies.
	
Experience of working within a school in an administrative or business support capacity.
	
AF / I





AF / I





AF / I




AF / I



AF / I


	
Skills & Abilities
	
Communication skills to deliver polite, courteous and efficient customer service, in person and over the telephone.

Written communication skills to take accurate messages, passing them on to others and to take accurate minutes.

Initiative to respond to unexpected problems using recognised procedures and policies as a guide.

Organisational skills to work under pressure to complete tasks to deadlines, re-prioritising own work-load if necessary.
	
	
AF / I




AF / I




AF / I




AF / I



	
Knowledge
	
Understanding of the type of activities which take place within the school office and an appreciation of the administration needed to give effective support for the school.

Understanding of data protection and the need to keep information confidential.

Understanding why safeguarding is important when working with children and young people.

An understanding of equality and diversity issues and giving equal opportunities for all.
	
	
AF / I






AF / I




AF / I




AF / I


	
Work circumstances
	
To work occasionally out of hours work to support school functions.

To be willing & able to travel between sites in order to meet the needs of the school.

	
To hold a full driving licence and have use of a car
	
AF /I



Abbreviations: AF = Application Form; I = Interview.

N.B. – Any candidate with a disability who meets the 
essential criteria will be guaranteed an interview
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