
JOB DESCRIPTION

	Post Title:
	Administration Officer - Cover

	Purpose:
	· To actively contribute to the development and promotion of an image which accords itself with the Academy’s vision
· Have ownership and responsibility for all aspects of cover within the Academy and be an active member of the Administration team.

	Liaising with:
	Administration Manager, other staff in the department, Principal, SLT, Teaching and Support staff and other external agencies 

	Working time:


	Part time, 7.15-12.15pm (Term Time Only) 25 hours per week

	Salary:
	NJC 5 £21,574 pro-rata Actual salary £12,469

	MAIN (Core) DUTIES

	Service provision
	· Ensure that teachers and classes are covered appropriately due to absence and that supply staff is booked and that the vetting details are sent to HR for recording if required
· Support HR in the absence management process by producing the return to work documentation – including recording of Bradford Factors and noting when staff are due to go on stage.

· Arrange absence stage meetings with staff, HR and the Principal

· Manage the leave of absence process ensuring that staff have correctly completed forms, had line management approval and have attached the necessary supporting paperwork such as medical notes/invite letters etc and that the approval decision is communicated to staff
· Ensure staff absences are recorded and Sims is updated correctly using the appropriate reasons for absence and that the number of working days lost is correct

· Collate any information from staff that is required from the Principal or HR

· Participate in the whole school dissemination of letters/information to be sent home including bulk whole school letters, learning packs, general letters and ensure that a master copy is stored where appropriate

· Support the Admin Manager where necessary in providing cover to Student Services and Reception when required.

	Quality Assurance:
	· To implement Academy quality assurance policy and a whole Academy approach to self-assessment 



	Communications:
	· To communicate and consult with other staff
· Where appropriate, to communicate and co-operate with internal/external individuals and bodies as appropriate
· To follow agreed policies for communications within the Academy

	Marketing:
	· To ensure the promotion of a welcoming environment to students, visitors and callers.



	Safeguarding & 

Health and Safety
	· Be committed to the safeguarding and promotion of the welfare of children and young people

· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, equal opportunities, reporting all concerns to an appropriate person

· Ensure that Health and safety regulations are complied with, especially aspects of code of conduct when dealing with vulnerable students


	Corporate Responsibility:
	· Develop an office team that delivers and meets the needs of the school

· Ensure that all staff within the Department create a professional and welcoming reception for all visitors and parents and all visitor checks and health and safety processes are in place to monitor entry in and out of the building

· To actively promote the Academy's corporate policies, e.g. Health & Safety Policy and Equal Opportunities, etc.

	Training:
	· To continue one's own personal development in relevant areas and by completing all necessary training including mandatory courses on TES Develop

	OTHER SPECIFIC DUTIES

To carry out the duties in the most effective, efficient and economic manner available.
To support the Academy mission statement and ethos

To support the Support services development plan

To undertake any other task that is within the skill level and capability.

This job description is current at the date shown but, in consultation with you, may be changed by the Principal, to reflect or anticipate changes in the job commensurate with the salary and job title.




DATE:  Nov 2022
PAGE  
2

