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	Post title

	School Administrator

	Job Evaluation

	N6736 

	Grade

	5 

	School Name

	Durham Dales Partnership - Frosterley Primary School

	Reporting to

	The postholder will be accountable to the Executive Headteacher

	Location

	Your normal place of work will be Frosterley Primary School

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure. 
This post is exempt from the Rehabilitation of Offenders Act 1974. As the post will involve regulated activity with children, it is a criminal offence to apply for this post if you are included on the children’s barred list held by the DBS.



Description of role
Under the direction of the Executive Headteacher and in accordance with the practices and procedures of the school, assist with the management of the school’s administrative, financial, technical and clerical support services to a high standard, ensuring that these functions support the management and teachers of the school in an efficient and effective manner. Uphold the school’s agreed ethos and principles in all communication with pupils, parents, Governors and external agencies.

Duties and Responsibilities
· To provide administrative support to the Executive Headteacher, including word processing, making and receiving telephone calls/emails/post, making diary appointments, arranging hospitality and distributing post.
· Responsible for being the first point of contact for the Executive Headteacher, welcoming visitors and parents to the school in a warm and sensitive way ensuring that Health & Safety and safeguarding procedures are followed, including signing in/out procedures
· Operate Arbor, Oracle, ParentPay, SAIL, SAM, Swimphony systems
· Keep Class Dojo parent database up to date and send messages when required
· Responsible for ensuring all monies collected are banked in accordance with the Authority’s procedures and processes.
· Responsible for ensuring the preparation and maintenance of such reports, records and accounts as are required in conjunction with the school’s computerised accounting systems (Oracle).
· Manage the Petty Cash account and allocate Petty Cash monies (in cash and cheque) as authorised by the Headteacher in accordance with the Authority’s procedures. 
· Responsible for undertaking regular reconciliation and balancing of the Private School Fund with bank statements and for the production of an annual balance statement for external auditing purposes.
· Responsible for ensuring the ordering of supplies and equipment for the school including issuing of invoices and ensuring the settlement of accounts.
· Manage all the school orders, ensuring no overstocking and best value for money is obtained
· Ensure the correct allocation to cost centre of all expenditure and report to budget holders on a regular basis
· To hold a procurement card for school use and complete and return the relevant documentation.
· Prepare and complete documentation and returns in relation to admissions and update pupil records in SIMS/Arbor. Upload and download Common Transfer Files (CTF) using the secure DFE S2S site, when pupils transfer to or from other schools.  Prepare attendance data for reports and returns.
· Responsible for termly pupil Census, and annual school workforce census.
· Assist in the production of the school brochure, staff handbook and school newsletters.
· Liaise with organisations such as the school nursing team, School Uniform Supplier, Photographer.
· Excursion arrangements: organise transport, receive and bank money and pay subsequent invoices.
· Ordering and supply of school uniform, monitor and maintain stock. Monitor and update online ordering system as used by parents as well as the online payment account.
· Assist in the organisation of school medical appointments e.g. liaise with school nurse
· Responsible for checking pupil attendance as entered on Arbor daily and following up late attendance and absences.
· Responsible for submitting of monthly timesheets for staff and supply teachers.
· Responsible for the Personnel data base ensuring it is up to date at all times.
· Manage, distribute and check yearly indemnity forms, following up any none returns
· Responsible for the input of staff absences/leave of absence using the secure staff absence programme in ‘My View’ as well as ensuring the completion of the relevant forms to be kept on file or sent to LA.  
· Liaising with the Headteacher and the LA with regard to the preparation of contracts and ensuring DBS documents are completed, checked and the correct up to date information retained by the school. 
· Responsible for the production of minutes for some staff meetings and briefings and taking minutes in special circumstances to ensure full records are kept of all such meetings.
· Line manage the breakfast club supervisor, dealing with any issues, delegating when necessary and ensuring opportunities for CPD are maintained.
· Responsible for liaising with kitchen staff, lunchtime supervisory assistants, caretaker and cleaners including the reporting of and monitoring repairs to fabric and equipment.
· Responsible for the production of the Electronic Stock Register, manage the annual stock check and produce reports to present to the Governing Body.
· Monitor eligibility for free school meals by checking whether parents are in receipt of the necessary allowances. Submit to the School Meals Section for checking. (The school is solely responsible for this and it has an impact on the budget).
· Check the secure email account daily; and news and information on the Durham Extranet site.
· Filing of correspondence and records.  Dealing with records management and storage.
· Responsible for ensuring safeguarding procedures are followed correctly. Duties include:
Responsibility for the Single Central Record, ensuring all staff and regular visitors to school hold a current DBS clearance
Liaise with relevant agencies to process and verify DBS certificates
Issuing of name badges and door fobs to new staff members
Receiving visitors into school and ensuring identity is checked
· To attend any training courses relevant to the post, ensuring continuing personal and professional development.
· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.
· If required, provide appropriate help throughout the day including break and lunchtime monitoring and pre/post school activities.
· Provide pastoral care and support to sick and injured children taking appropriate action as necessary ensuring parents and school staff are fully informed of incidents and accidents.
· Maintain accident records as required.

Values and behaviours
To demonstrate and be a role model for the school’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the service in education we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role and to be creative, innovative and empowered. Understand the operational impact of transformational change within the school. 

Communication
To communicate effectively with our pupils, senior leadership team, peers, and partners and to work collaboratively to provide the best possible education. Communication between colleagues, services and partner organisations is imperative in providing the best possible education. 

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the schools Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the schools policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our school’s responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the school’s appraisal processes to ensure continuous learning and improvement and to increase schools’ performance.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Headteacher.
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