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Core Purpose 
To lead the administrative team and ensure the smooth running of the Main Office and other admin support in school. 
 
Reporting to: Senior Leader
Hours of Work:  7.30am – 4.00pm  (Monday to Thursday) and 7:30am-3:30pm (Friday)
Leading:  Senior Admin Assistant, 4 x Admin Assistants

The following is typical of the duties the post holder will be expected to perform. It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time. 

Main Duties 
· Representing the school by maintaining excellent relationships with staff, parents, governors, contractors’ representatives, and external agencies 
· Ensuring the effective, efficient, and warm management of Main Reception and Student Reception, ensuring that the welcome all visitors receive is in keeping with the school’s ethos
· Delegating appropriate work to members of the administration team and ensuring that work is completed efficiently and to a high standard.
· Leading the school admin team to ensure high-quality communication with parents via our MIS system Arbor, telephone, email and in person. 
· Ensuring that all school documentation is maintained and updated, including support in the production of the school newsletters, prospectus, staff handbook etc.
· Leading the completion of whole school administrative priorities at key points in the school calendar. For example, Parents’ Evenings.
· Leading admin support for school transition process and events. 
· Welcoming, looking after and providing hospitality for all school visitors throughout the year.  
· Organising the administration of examination results.
· Organising the work time of administrative staff, including on-call days.
· Providing administrative support for all school recruitment.
· Providing administrative support and bookings for trips, visits and residential visits. 
· Provide support to the SLT in the management of daily staff cover for planned and unplanned absences.
· Management of free school meals and organising alternative provision where required. 
· Organising, co-ordinating and managing event organisation and hospitality for functions throughout the year 
· Ensuring that the Management of the School’s Information Management Systems (currently Arbor) are accurately and effectively managed by the administrative team
· Leading efficient running of the School Office, including arrangement of on call days for staff during the school holidays so that the School Office provides a year-round service  
· Responding to queries, verbal and in writing, arising from a variety of sources and decide on subsequent action, including drafting responses on behalf of school staff, having undertaken appropriate research
· Overseeing the management and administration of the school’s main email account
· Maintaining effective filing systems
· Ensuring the effective management of communication to and from school staff to parents 
· Ensuring that all staff records are kept up to date and secure, including reporting sickness/other absences 

 
 
Line Management of the administrative staff 
· Developing and maintaining good practice in relation to the provision of an efficient and effective service within the reception areas and other administration offices. 
· Line manager for administrative staff, encouraging their personal and professional development, appraisal, keeping them informed of developments within the school that may reflect upon their working situation 
· Preparation of administrative calendar  
· Overseeing the general office and student office workload including support to Senior Leadership Team Members 
· Leading support staff review, including leading review meetings, with the administration team.
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