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Job Description






Post:				Senior Administrative and Admissions Officer	

Pay Scale:			NJC Points 20 to 24 

Hours of work:		32 hours per week, term time only (39 weeks)
                                               Monday, Tuesday, Thursday and Friday: 8:00 am to 3:30 pm
                                               (includes a 30-minute unpaid lunch break)
                                               Wednesday: 8:00 am until 12:00 pm.

Line Manager:	            Headteacher’s PA     
	
Appraiser:			Headteacher’s PA        

Important Functional Relationships:
Headteacher, Office Staff, Senior Leadership Team, Staff, Students, Parents & Visitors

Key Task:
Management of the Administration Office to provide professional and efficient reception, switchboard, word processing, reprographics and general administrative services. To be pro-active in suggesting improvements in systems and services. 

At all times respecting the confidential nature of the business of the school.

Main Responsibilities:
· [bookmark: _jopdu8dyncwz]Lead and line-manage the Administration Office team in conjunction with the Headteacher’s PA.

· Oversee the smooth running of the Year 7-11 admissions process in conjunction with AfC school admissions.

· To provide specific administrative support to the Leadership Team as required and support the Leadership Team.

· To provide specific administrative support to the Heads of Year as required, including word processing, taking phone calls and messages, arranging appointments and following up routine requests.

· To conduct performance management reviews.

· To provide admin support to the Headteachers’ PA when necessary.
	
· Manage administrative systems.
	
· To oversee in the organisation of school events: Open Evening, Awards Assemblies, Parents Evenings, new Year 7 transition events and to attend Open Evening every year.

· Review and develop Office Procedures including operating systems, standards and working practices.

· Manage the school’s parent email contact system (ParentMail).
	
· Prioritise workload and manage schedules.

· Ensure administrative support is available on the dates that examination results are published 
	
· Ensure that an adequate rota for reception cover is provided at all times.

· To ensure via direct training and courses the professional development of the office team.

· Produce and maintain a schedule of documents required throughout the year for school events & arrange to produce them before the event.

· Provide administrative support to designated school functions and events.	

· To provide admin support for the preparation of the annual staff/school and parent calendar. 

· To provide admin support for the production of whole school and year group documents.

· Undertake such other duties as may be required commensurate with grade and purpose of job.
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