

SAXON WAY PRIMARY SCHOOL & CHILDREN’S CENTRE
Job Description


	Job Title:
	School Office Senior Administrator 

	Employer:
	Griffin School’s Trust

	Location:
	Saxon Way Primary School & Children’s Centre

	Responsible to:
	Operations Manager 

	Salary Scale:      
	[bookmark: _GoBack]£17,842 - £19,698

	Hours of work:
	37 hours per week, term time only, plus 5 staff development days and 5 days in the school holidays (discussed with line manager).  40 weeks per year.




1. Purpose 

· The School Office Administrator will be part of a team that is the first point of contact for the school providing administrative support. 

· To oversee the Receptionist role and report to the Hub Operations Manager.

· To ensure the smooth and efficient running of the school to provide a welcoming, encouraging service to children, parents/carers, visitors and all stakeholders visiting the school.

· The School Office Administrator will oversee the admissions and transfers from school including annual school foundation intake, nursery intake and secondary school transfers 

· The School Office Administrator will provide clerical support to the Headteacher, Operations Manager, teachers and the school.

2. Accountability

Single Central Record 

With overview from the Operations Manager deal with DBS check including keeping the Single Central Record up to date, issuing staff, volunteers and governors with DBS application instructions when they are due for renewal, countersign the evidence checklist and forward to Operations Manager.  When necessary ensure all contractors/ visitors produce their DBS and log this on the Single Central Record. 





Admissions

· With an overview from the Operations Manager/Assistant Head deal with the full process for all admissions and transfers to the school, working closely with all staff to ensure the new intake and secondary transfer’s procedures run smoothly

· Process as necessary all Foundation places for the annual September intake ensuring all documents are in place, birth certificates are checked and staff informed

· Process all Nursery places for the three intakes per year ensuring staff are informed and all documents are in place.  Including updating funding information on the Early Years Portal in order to obtain funding for the 3 and 4 year olds.

· Liaise with Medway Council for the transition and transfer of all new pupils

· Arrange visits for new intakes, and deal with queries/instructions from the Admissions team

· When a pupil joins the school, check to see if there are any medical or special needs, input on SIMS and inform the SENCO and class teacher, who will follow up with necessary actions. Inform the kitchen of any dietary/religious requirements.

· Liaise with other schools to process pupils documentation as necessary to download/upload/send/receive CTFs through the S2S website

· Receive and send pupils files, ensuring the pupil filing system is kept up to date and correct as pupils leave and join

· Ensure all necessary forms are returned from parents. Submit a weekly report of leavers and starters to the school and LA and deal with any other admission areas as necessary

Attendance

· Input attendance on SIMS, deal with any absences or lates

· Determine a child’s absence through phone contact with parent/carer

· Undertake all returns in line with Management Information’s timetable for the year 

· Deal with all attendance issues and report to schools attendance advisory service 

· Follow school processes for holiday requests

· Update Inventry signing in/out system for pupil appointments

· Maintain and process daily registers in case of fire drill to ensure all pupils can be accounted for 

HR 

To keep HR files up to date including checking that all guidelines are followed.

General
Process all Free School Meals information and data, including new applications, updating of pupil records and updating of SIMS. Ensure robust systems for new school year processes are completed


 Person Specification
· Good standard of education - essential
· Excellent communication skills - essential 
· Good knowledge of Microsoft Office – essential
· Experience of SIMS.net database – desirable
· Previous experience of working in an educational based environment – desirable
· Ability to work as part of a team - essential
· Ability to prioritise work – desirable 
· Be flexible, adaptable, efficient and able to work on own initiative.  
· Have the ability to work as part of a team towards agreed outcomes
· Confident and friendly telephone manner
· Understanding and commitment to equal opportunities, and inclusive practice

Organisation
· The postholder will be directly managed by the Hub Operation Manager or Head of School through regular daily contact
· The postholder will have regular contact with teaching and non teaching staff, governors and pupils
· The postholder will deal directly with parents as part of the office team


