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Job Description – Admin Officer

Wyvern Academy is more than just a school its vision is “to provide a bespoke education tailored to each pupil, delivered in a creative and nurturing environment, inspiring all who work and learn with us to develop their full potential. Working in partnership with families, we aim for all children and young people to flourish and to lead as full, interesting and independent lives as possible, leaving Wyvern with a strong sense of who they are and where they belong in the world.”

	Job Title
	Admin Officer

	Grade
	Band F

	Reporting to
	Operations Manager

	Hours
	37 hours per week, Monday – Friday (8am-4pm Mon-Thu, 8.15am-3.45pm Fri, 30 minutes for lunch)

	Contract
	Permanent, Term time only




Main Purpose of the job
 
Admin – To provide efficient administrative support across the school. To provide efficient and confidential secretarial and administrative support, arranging meetings, dealing with correspondence, taking minutes of meetings, dealing with telephone calls and visitors.

Duties and Responsibilities: 

Admin Responsibilities:
· To act as Receptionist to all visitors and to ensure security of the school. 
· To be part of a team providing administrative and secretarial support to the school 
· To undertake a range of other administrative tasks/duties, including maintenance of all pupil records, organisation of central stationery, suppliers catalogues and postage. 
· Promoting and safeguarding the welfare of children and young people in accordance with the school’s safeguarding and child protection policy.
· To develop and implement changes to the school office administrative systems, update manuals and guidance within the school. 
· To attend ICT training, as appropriate. 
· To be responsible for all aspects of the operation of software (ARBOR) for the storage, production of information, statistics and reports associated with detailed pupil records. 
· To administer the pupil admission and pupil exclusion processes, including fixed term exclusions as well as permanent exclusions. 
· To be responsible for maintaining the computerised school attendance registers and provide analysis and reports as required. 
· To assist with staff cover when necessary.
· To arrange maintenance of the building. 
· To provide an efficient, effective secretarial and administrative support service to the SMT, including word processing correspondence, reports, agendas, minutes, policies and compose replies to routine correspondence. 
· To deal, in the first instance, with the Headteacher’s telephone calls and any visitors; answering non-routine queries as appropriate, referring more complex and/or sensitive matters to the appropriate member of staff. 
· To organise appointments and the School diary. 
· Collate and prepare information for meetings attended, arranging meetings and preparing minutes for circulation as appropriate. 
· Setting up and maintaining filing systems; various other records; computerised systems, to support the work of the school.  



Person Specification – Admin Officer

	Criteria
	Essential
	Desirable 

	Qualifications and Experience
	· 5 A*-C GCSEs or equivalent including English and Maths
· Admin/receptionist experience 
· Minute-taking 
· Frequent handling of non-routine queries
Prioritising own workload in a constantly changing environment, under or without supervision.

	Working within a school setting
PA experience



	Skills and Knowledge
	Possess effective written and verbal communication skills
Proficient in the use of IT including Word, Excel, Management Information Systems
	
· Pupil registration
· Admission of pupils


	Personal qualities 
	Commitment to working as part of a team
Ability to work under pressure and meet deadlines
Ability to use own initiative
Ability to maintain a positive and professional demeanour
A sense of humour and flexibility
An understanding of the importance of confidentiality and the ability to deal sensitively with difficult situations
Cope effectively with frequent interruptions
Flexible approach to working
Willingness to undertake any necessary training
Willingness to promote and safeguard the welfare of children and young people
	

	Other factors

	Evidence of Continued Professional Development
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