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	School/College:
	

	Job Title:
	Office Administrator 

	Grade:
	6

	Post Number:
	

	Responsible To:
	Headteacher

	
	

	Key Relationships/

Liaison with:

	

	Job Purpose:


	To provide confidential, effective, efficient and flexible administrative support to the school and community. Help enable pupils achieve their full potential by contributing to the provision of an effective secretarial and clerical service to staff.


	MAIN DUTIES AND RESPONSIBILITIES:

	1.


	To undertake word processing and, if required, the distribution of a wide range of documents required by Senior Staff to ensure that accurate, appropriately and well presented documents are completed on time, to enable teaching staff to meet their responsibilities for the production of information and other documents.  These will include:-
a) Correspondence

b) Publications/Newspapers

c) Handbooks

d) Policy Documents

e) Forms

f) Invoices



	2.
3.    
	To provide a comprehensive secretarial, administrative and clerical service, to all senior staff, including the Headteacher.

Produce a range of documents from a variety of sources, using various software packages (e.g. access, excel, publisher and word). 


	4.
5.
	To undertake a range of administrative duties relating to appointments and to assist teaching staff to ensure that the events proceed smoothly.
Opens, sorts and distributes incoming post and ensures despatch of outgoing post. 


	6.
	To undertake a range of clerical duties including distribution of information, photocopying and filing, to ensure that information is available to teaching staff at the time it is required.


	7.
	To monitor attendance of students, following up ‘unexplained absence’, plus teachers’ absences, where necessary and reporting findings to House Managers and parents to enable further action to be taken to maximise student attendance.


	8.
9. 
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15
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17
	To contribute to the provision of a reception service, to ensure that staff, students, Governors, parents and others who visit or telephone the school receive a prompt and helpful service.
Answers standard enquiries by telephone or in person from parents/pupils/community users/other employees, giving and resolving non-complex queries within areas of responsibility.

Input information into database (e.g.SIMS) and spreadsheets, extract information as directed.

Undertake routine cash handling duties, including receiving and recording payment, issuing receipts and preparing for banking.  To raise invoices and purse outstanding payments.

Provide information and complete returns to the LA and school management.

Be prepared to undertake professional development and training including whole school inset.

Carry out duties placed on staff by Health and Safety legislation.

Adhere to all Health and Safety policies agreed by the school’s Governing Body.

Be aware of and adhere to COSHH Regs. (Control of Substance Hazardous to Health Regulations 1991.

After suitable training, undertake routine risk assessments of all aspects of responsibility covered in the job description. 




SPECIAL FACTORS:
(Please delete/add where appropriate)

Subject to the duration of the need, the special conditions given below apply:

(a)
The nature of the work may involve the postholder carrying out work outside of normal working hours.

(b)
The postholder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the service.

(c)
Expenses will be paid in accordance with the Local Conditions of Service.


(d)
This post is eligible for a DBS check under the Rehabilitation of Offenders Act 

1974 (Exceptions) Order 1975 (i.e. it involves certain activities in relation to children and/or adults) and is defined as regulated activity under Part 1 of the Safeguarding Vulnerable Groups Act 2006. Therefore a DBS enhanced check for a regulated activity (includes a barred list check) is an essential requirement.

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.
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	School/College: 
	

	Job Title:
	Office Administrator 

	Grade:
	6

	Post Number:
	


	
	Essential
	Desirable
	How assessed

	Qualifications
RSA II or RSA 111

ICT qualifications 


	(

	(

	App/Doc


	Experience 
5 years or more working in secretarial positions 

	(

	
	App/Ref

	Knowledge

Understanding of Health & Safety legislation sufficient to ensure own working methods comply with legislation and recognised good practice.

Understanding of the importance of confidentiality and the appreciation of the implications of the Data Protection Act


	(
(

	
	

	Skills/Attributes

Excellent work processing skills.

Ability to use other IT systems required in the post, to enhance presentation of documents.

Numerate and literate, excellent standards of grammar and punctuation.

Good clerical and administrative skills.

Well organised and methodical ability to meet deadlines and competing demands for work.

Good communication and interpersonal skills.

Ability to work effectively as a member of a team.

Ability to work with minimum supervision.

Experience of dealing with queries from parents, children or the public.
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	General Circumstances

Attendance - evidence of regular attendance at work

An understanding of, and commitment to, Equal Opportunities, and the ability to apply this to strategic work and day-to-day situations


	(
(
	
	App/Ref/

Med

App/Int



	Factors not already covered

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010.


	(

	
	Med


App = Application Form

Test = Test

Int = Interview

Pre = Presentation

Med = Medical Questionnaire

Doc = Documentary Evidence (E.g., Certificates) 
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