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	Post Description:

	Post title:
	Administrator – 6th form 

	Responsible to:
	Office Manager (Based NIA Secondary) and Operations Manager

	Liaising with:
	Internal and External Visitors, SLT, attendance and safeguarding teams

	Pay range:
	NJC 5-10

	Contract terms:
	Permanent 



	Job Purpose 

To be the main port of call for NIA6 taking sole responsibility for the NIA6 reception. Support SLT with the logistics of moving students being two campus’ and to support the attendance and pastoral teams. 

Responsibilities include:

Leadership & Management:
· To ensure the provision of a pleasant and efficient reception as first point of contact for parents and all visitors to the school. 
· To present a positive image of the school to parents and the local community. 
· To deal with queries and provide information and advice about the school and activities for parent, pupils and visitors in person, by telephone and by e-mail. 
· To advise on and implement appropriate administrative procedures and ensure their effectiveness.
· To line manage and organise the office staff, to ensure the smooth and effective running of the school office. To ensure efficient and timely communication of school events and activities to office staff and to ensure that the team members’ workloads are efficiently managed and prioritised to meet relevant deadlines and to report to the Principal when there are difficulties in maintaining this level of service. 
· Complete all training and development of the administration team

Administration Management: 

· Support whole school administrative function and design and maintain administrative systems that deliver outcomes based on the school’s aims and goals
· Manage reprographics provision for the 6th form
· First aider and Fire Warden for Campus
· Act as student services administrator responsible for 6th form campus including for the administration and recording of medicines to pupils in accordance with the EMAT policy, administration support of trips and visits, management of lost property first aid provision for site and supporting pupils with pastoral needs
· To liaise with school visitors/parents and deal with complex enquiries and receive and distribute messages as appropriate and within agreed timescales
· Support team with complex enquiries or difficult visitors/calls referred from reception and clerical staff as required.
· To ensure school security arrangements are complied with, including issue of visitors’ badges and signing of the visitors’ log.
· To ensure the smooth running of the office, organise day-to-day activities and contribute to the planning and development of the support service. 
· To answer the telephones courteously and with sensitivity and confidence, using initiative as required and forwarding detailed messages as appropriate. 
· Ensuring adequate administration cover during staff absence in relation to covering lunchtimes and peak times
· Support Admissions Administrator for the administrative procedures associated with in year admissions and transfer of pupils between schools. Provide operational over admissions administrator if they are absent
· Responsible for maintaining Arbor with regard to all pupil records and data collection
· Responsible for the free school meals and pupil premium applications and recording.
· To ensure the reception teams update registers to ensure that presence, lateness, unauthorised or authorised absence are recorded accurately and reliably in a manner which supports relevant EMAT policies
· To provide a full range of secretarial skills to cover work generated by the Principal, staff and governors. 

Administration:
· To assist with the administration of school visits in liaison with the teaching staff.
· To undertake typing and word processing as needed in producing and the effectively distribution of information letters to children, parents /carers.
· Deal with incoming and outgoing mail.

General:
· To undertake any training commensurate with the post.
· All employees are expected to show a responsible attitude to health and safety issues and have due regard for their personal safety and that of others.
· Support, uphold and contribute to the development of the school’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.
· To maintain confidentiality at all times 
· To be aware of and comply with academy policies and procedures (e.g. child protection, health and safety, data protection, confidentiality) and reporting concerns as appropriate. 
· Attend and participate in meetings as required. 
· To actively promote the values and ethos of the school, acting as a positive role model to all members of the school community. 
· To seek advice from appropriate outside agencies in the provision of financial, personnel, administrative and health & safety services to the school, attending meetings as required. 
· any other duties commensurate with the grading of the post
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	Attribute
	Essential
	Desirable

	Qualifications and training
	· GCSE English and maths
	· First Aid training

	Experience
	· Working in a similar environment  
	· Line management of a similar team
· Working and communicating with students and staff

	Knowledge and skills
	· Safeguarding policies and procedures
· Excellent communication skills both written and verbal
· Ability to communicate with a wide variety of stakeholders including pupils, patents and external agencies
· Excellent organisational skills
· Excellent time management
· Ability to prioritise within a face paced environment
	· Knowledge of child development and social interaction


	Personal qualities
	· Ability to work with a range of individuals both internally and externally
· Well organised
· Reliability and punctuality
· Able to maintain the highest labels of confidentiality
· Willingness to work flexible hours on occasion
· Willingness to maintain confidentiality on school matters
· Willingness to be involved in internal and external meetings
· Supportive of the ethos of the trust and school

	






Additional duties

Whilst every effort has been made to explain the main duties and responsibilities, please note that this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the post holder will carry out. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

N.B. The post holder will carry out his/her responsibilities in accordance with the Trust’s equal opportunities policy.

This job description is provided to assist the post holder to know what his/her duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of the post.

About East Midlands Academy Trust

All staff should be committed to the school and East Midlands Academy Trust’s purpose, values and objectives.
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Health and Safety


So far as is reasonably practical, the post holder must ensure that safe working practices are adopted by employees, and in premises/work areas for which the post holder is responsible, to maintain a safe working environment for employees and learners.

Safeguarding


EMAT is committed to the safeguarding of its young persons and expects all staff, volunteers and adults to work within the parameters of the policies and procedures as agreed by the Board of Trustees to ensure the safety of all young persons within its care.

Equal Opportunities


It is the policy of EMAT to provide equal opportunities for all individuals; to prohibit discrimination in employment on any basis protected by applicable law, including but not limited to race, religious creed, marital status, sex, sexual orientation, ancestry, national origin, age, medical condition or disability. EMAT promotes equal employment opportunities in all aspects of employment through positive employment policies and practice.

If any special requirements are needed to attend an interview, please inform the trust.
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