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Job Description

	Position Title
	Admin Office Assistant

	Location
	Tiverton High School

	Reporting to
	Administration and Finance Manager

	Position Number(s)
	     

	Grade
	D

	Directorate/Section/School
	Tiverton High School

	Effective date of JD
	01.06.18
	JE Job Number
	G.0386


Introduction
From 1st January 2017, Heathcoat Primary School, Rackenford C of E (VA) Primary School and Tiverton High School have joined together in a new federation. This is called “The Federation of Tiverton Schools”.

The formation of a federation will enable the three schools to build on collaborative and supportive work that has already taken place. The federation will be tailored to the needs of our schools and communities to provide the best experience for all children and young people in all schools.

Young people are our core business and we strive to ensure we know every child, hence we are moving towards all adults at THS acting as tutors. As a tutor you would join one of our six houses and work alongside a teacher mentoring a group of between 23-27 students.  Training will be provided to help fulfil this exciting role in supporting our young people.

Job Purpose including main duties and responsibilities:

	To provide an effective contribution to the delivery of a high quality, professional, flexible and efficient administration service to Tiverton High School (THS), thereby supporting the administrative, financial and organisational needs of the school.  To assist the Administration and Finance Manager (AFM) and School Business Manager (SBM) as required, in the regular review and refinement of support service delivery. This post has its main duties detailed below as well as other tasks that will be required of the post holder, at the discretion of the AFM, either regularly, occasionally or as part of a set plan of task rotation designed to maintain a broad, balanced and effective team skillset.  These tasks will be defined as ‘Rotational/As Directed’ (RAD) to meet organisational needs.  

Main Duties:
Administration (Whole School)
To provide general whole school administration duties to the school as required.  These duties will be wide ranging and subject to regular change.  
Carry out general administrative tasks as required and directed by the AFM and any other appropriate staff, and support of other staff from across the school community.  This will include rotation through some shared duties, overlapping with colleagues, designed to ensure there is sufficient resilience, capacity and cross-functionality relating to essential activities, allowing priority tasks to be delivered.
Such tasks may include:-
· general administrative duties,

· receiving and making phone calls,
· photocopying,
· preparing presentations, reports, school bulletin, etc,

· typing letters and reports,
· sort and distribute post,
as well as any other similar tasks as may be directed.  Tasks with a financial component may also be an occasional duty.
Communicates with the greater school community (parent/carer, outside agencies) on behalf of the Head and other colleagues via e-mail, newsletters, letter, and the school communications software such as Schoolcomms and any other similar system introduced.
Maintaining the school’s SIMS/FMS system, including pupil data inputting and updating, producing reports and any other related tasks as required.    
Reception

Provide a reliable, consistent and efficient front-line reception service.  It is essential that this offers a friendly, approachable, diplomatic and tactful welcome to a wide range of stakeholders which will include pupils, parents, colleagues, governors, medical staff, professionals from other schools and many other partners.  
· Provide a professional first point of contact for visitors to the school, ensuring that the first impressions and experience they have of THS is a positive one;

· Respond to and distributing enquiries from pupils, parents, visitors and professionals.  This includes enquiries face-to-face, by telephone (including voice messages), fax and ‘Enquiries’ e-mails;

· Answer the telephone and taking messages, ensuring appropriate information is taken and distributed in a timely and professional manner;

· Field telephone calls in accordance with set school policy; 

· Accepting deliveries and liaising with all school departments;

· Working to Devon County Council (DCC), and THS customer service standards.

Reprographics (RAD)
The incumbent may provide reprographics support to pupils and colleagues.  This will take the form of printing, photocopying, laminating, booklet making, binding and other similar work.  Provide training and support to other colleagues so that they can deliver reprographics services.  
Work Experience Support (RAD)

May be involved in the provision of administration support relating to pupil work experience placements.  This will include processing details of parental permission, employer details, health & safety and risk assessments, agreements and database record maintenance.

Post – In and Out (RAD)
Receive, process and distribute accurately, sensitively and efficiently all incoming post.  Prepare all outgoing postage and parcels, including those which may need to be sent via the Post Office, and process accordingly.  This may involve leaving the school office at a specified time to take standard post items to a convenient post box and also to attend the nearest Post Office to despatch larger items and others, such as Recorded Post, when necessary.   
Census and Returns (RAD)
To collate and respond with returns to DCC and other organisations as required, with data relating to the Workforce, Pupils and so on, when required by the appropriate Authorities.
General:


	The school, consistent with the national Education environment, is expected to work with other partner schools and organisations, including schools within the federation, some of which could be based away from the THS site.  It may therefore be necessary to travel to other locations to support this work, possibly at short notice, and for differing periods of time.  

Supporting the school by being aware of and complying with policies and procedures relating to child protection, health & safety, confidentiality and data protection, and reporting all concerns to an appropriate person.  Also, by being aware of and supporting difference and ensuring all pupils have equal access to opportunities to learn and develop.  The post holder should contribute to the overall ethos/work/aims of the school and promote the school at all times.  The post holder must recognise the authority of management and support them in delivering their responsibilities by complying with all reasonable instructions, requests and decisions.   
THS is committed to safeguarding and promoting the welfare of children.  All staff employed at our school must be dedicated to securing the health, safety and wellbeing of children, as well as colleagues.  The post holder will work in a tidy and efficient manner maintaining all work spaces in a presentable and tidy state to the satisfaction of the AFM and Head.
The post holder will, with reasonable notice and for additional remuneration or Time Off In Lieu (TOIL), work days during school holiday periods to meet specific demands such as preparing for the start of a new school year as required.
Any requirement to work additional hours, overtime or to take TOIL, must be authorised in advance by the line manager.

It is expected that the post holder will engage with and participate in any training, Continued Professional Development (CPD) as required in order to maintain the skills and confidence to meet the requirements of the role.  Some of this training/CPD may require travel to other locations.  This could extend to training and supporting administration colleagues and any other staff as appropriate, in administration department duties/tasks.

In this varied and demanding post, the incumbent would be expected to manage multiple and changing priorities, often at short notice.  Reference should be made to the AFM in the event of high incidences of workload and/or conflicting priorities.

This job description refers to the principal duties and responsibilities of the post. It does not necessarily list in detail all the tasks required to carry out these duties and responsibilities.  Consequently, the list of duties/tasks is not exhaustive.  The incumbent will be required to undertake any other appropriate tasks as directed by the AFM and Head, consistent with and in the broad spirit of this job description.   


1. Supervision / Management of People:
	The post holder will not be responsible for the supervision and/or management of other members of staff, but is expected to work collaboratively and support colleagues. 


2. Creativity and Innovation:
	In general, the post holder will work within the prescribed procedures such as THS and/or Local Education Authority/Department for Education guidelines, policies and statutory regulations.  They will need to exercise a high standard of customer service in order to get the job done effectively and efficiently. For example, the post holder will be required to offer parents initial/general advice and guidance if teaching staff are unavailable.  Basic problem solving challenges will arise and the post holder will need to have good interpersonal skills when seeking advice and guidance from colleagues, other departments and external agencies.  


3. Contacts & Relationships:

	The post holder will have regular telephone, e-mail and face-to-face contact with staff/parents/pupils and also with outside agencies such as other schools.  They will be one of the main points of contact between the school and external stakeholders relating to many matters.

When dealing with a complaint or a Child Protection/Safeguarding issue, a high level of confidentiality, discretion and tactfulness must be observed at all times due to the sensitivity of information which the post holder may become party to.  Some of our pupils have profound and complex learning difficulties and the post holder will need to have a basic awareness of the pressures and difficulties this puts on the families of these pupils.  The post holder may find themselves dealing with parents in stressful and upsetting situations, which   occasionally, may mean they are rude, aggressive, angry and present other emotions, requiring a calm, diplomatic and understanding response.  

When receiving enquiries from prospective parents, some initial advice and guidance will need to be given regarding the admissions procedures.  The post holder will be required to deal professionally and sensitively with all visitors, callers and the issues which may arise.  For example, enquiries, complaints, financial queries, organisational meetings and visits from Governors and other schools and stakeholders.  


4. Decisions – Discretion/Levels of Responsibility:
	There will be regular communication with internal and external stakeholders.  This role requires adherence to complete confidentiality.  There is however some freedom to make decisions on how best to deal with a situation in this varied role, particularly when prioritising work subject to guidance from the AFM. There will be a requirement to make unsupervised decisions on a daily basis although this will principally be within a structured framework.  The post-holder will have responsibility for ensuring that all such matters are successfully and effectively addressed, and issues are escalated to the AFM and other colleagues as appropriate.  The post holder will manage their own workload on a day-to-day basis and should be able to work with minimal supervision.  However, it is fully expected that they work at variance to this when requested to respond/become involved with other priorities/tasks by the AFM.  The post holder will be line-managed by the AFM and reference should be made to that manager when guidance is required.
If appropriate, the post holder will also receive training to assist with the role of Educational Visits Co-ordinator (EVOLVE Trips & Visits administration).  The post holder verifies that all paper work is accurate and meets the LA criteria before presenting the Deputy Head with the visit application in a completed state for signing off.


5. Decisions – Consequences/Effects:

	Most decision making is supported by DCC/THS guidelines and policy and defined procedures provided by the AFM.  By making such decisions and working in this way, the post holder will be supporting the aims of the school and ensuring positive and professional support service delivery.  


6. Resources:
	Administration duties may be wide ranging and assigned in liaison with the AFM regarding whole school administration arrangements.
Adhering to, and making the most effective and efficient use of administration processes, including financial procedures and the same when using consumable resources and materials i.e. stationery, should be a key focus.

The post holder will also have responsibility for inputting data to various school databases and other soft and had records, and at the same time, adhering to the guidelines and requirements of data protection and information sharing.  


7. Work Demands:
	Expected to juggle multiple tasks and prioritise own workload accordingly whilst dealing with constant interruptions from visitors, and callers to the busy reception and administration office.

Daily deadlines include updates to the SIMS/FMS system, Evolve and other school databases. Other deadlines will vary weekly and/or monthly, such as monthly reports or termly meetings, and the collection of information from across the schools and from parents/carers.  


8. Physical Demands:
	Constant office related activity, visitors, phones, e-mails and enquiries from staff and pupils.  Speed, dexterity and accuracy with IT equipment.  


9. Working Conditions:
	Mostly office based. The office and school is a very busy environment with moderate noise from pupils, staff, visitors and school bells.  The work is office based within a school setting (mainly Secondary but could also include Primary), and subject to regular interruption.


10. Work Context:

	Can be required to deal with difficult visitors to reception/administration office and/or telephone callers.  Difficult visitors are a rare occurrence but the busy environment however is constant and increasing.  Work involves minimal risk to personal safety and illness.  There is heavy and sustained use of IT/DSE equipment.  There may be occasions when some pupils present unpredictable behaviour and in these instances, school protocols must be followed.


11. Knowledge and Skills:


	Structure chart
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Health & Safety: 
	Potential Hazards
	Applicable to this job? (()
	Action to be taken
	Examples of action to be taken (this list is not exhaustive)

	Display Screen Equipment
	(
	DSE Workstation Assessment on appointment
	Conduct regular workstation assessments through Oshens software

	Electricity – fixed / portable
	(
	Ensure PAT testing is up to date.
	Ensure PAT
 certificates are up-to-date

	Manual handling
	(
	Very light manual handing consistent with an office environment i.e. moving boxes of paper
	Ensure J/H attends appropriate training

	Verbal / physical abuse
	(
	Possible risk due to exposure and access to pupils.  Ensure post holder familiar with appropriate reporting procedures
	Ensure J/H is familiar with appropriate policies & procedures 

	Work equipment
	
	
	Ensure J/H is familiar with all equipment and its proper usage and maintenance

	Fire
	
	
	Ensure J/H is familiar with evacuation procedures and use of fire-fighting equipment (if appropriate)

	Environmental
	
	
	Wear appropriate PPE


	Isolation / lone-working
	(
	Ensure post holder familiar with appropriate reporting procedures relating to pupils and safeguarding
	Ensure J/H is familiar with appropriate policies & procedures

	Slips, trips & falls
	
	
	Ensure J/H is familiar with appropriate policies & procedures

	Chemical
	
	
	Ensure J/H is familiar with appropriate policies & procedures and wears PPE if required

	Working with Vulnerable persons
	
	
	Ensure J/H is familiar with appropriate policies & procedures

	Premises related
	
	
	Ensure J/H is familiar with appropriate policies & procedures

	Transport risks
	
	
	Ensure J/H is familiar with operation of vehicle(s) and safety procedures 

	Working at heights
	
	
	Ensure J/H wears appropriate PPE and follows safe system of work

	Other hazards not identified above
	
	
	Deal with on an individual basis, 


Job GLPC profile – to be completed by HR.
	SMP
	C&I
	C&R
	D.D
	D.C
	Res
	WDM
	PDM
	WCN
	WCT
	K&S
	Score

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     


Signatures:

I, the manager, confirm this is a true and accurate reflection of the job.  This job description has been written in conjunction with the post holder (where applicable) who is aware that the post is being submitted for evaluation.
Job Description agreed by:

Job Holder (if in place):________________________________Date:__________

Line/Originating Manager:_________________________    Date:__________

Principal______________________    Date:__________
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