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	Job Description

	Title Administrator including Attendance responsibilities
Admin – Grade 3
	School: Arnold View Primary School

	Job Purpose

The provision of a wide and varied range of clerical, administrative and improving school attendance to the school.  To provide support, advice and guidance to pupils and families, liaise with and refer to other agencies for support.



	Key Responsibilities
1. To perform routine clerical tasks including receiving and making telephone calls, checking and verifying information, greeting visitors, providing directions and advice and information to basic enquiries.

2. To perform varied clerical tasks including confidential typing of Governor Committee meetings, managing diaries for Governors Committee meetings, preparing draft agendas and uploading Governor paperwork onto GovernorHub.

3. To undertake general office support work including filing, photocopying, scanning, routine data input and retrieval including updating pupil records.

4. To ensure the school website is compliant and kept up to date with compulsory school policies, maintaining the school website calendar, uploading policies onto the school website. To manage the social media for the school. 
5. Monitoring review dates for all school policies and informing the relevant staff when these policies are up for review.  Uploading reviewed policies onto GovernorHub prior to Committee meetings.

6. To administer Nursery Admissions throughout the school year, ensuring the relevant paperwork is sent to parents.  Liaising with the teachers to confirm nursery placements.

7. To process orders when they arrive in school and linking delivery notes with the relevant orders.

8. To maintain electronic and manual records for pupils.

9. To be the main point of contact for attendance issues and chase up reasons for absences where school has been unable to make contact with families, writing to parents and carers regarding concerns as necessary.

10. Monitor attendance regularly in line with the School Attendance Policy.

11. To organise initiatives and incentives to raise awareness of the importance of attendance to improve school attendance and punctuality and celebrate achievements.

12. To promote and safeguard the welfare of children and young persons for whom you are responsible and with whom you come into contact with during the course of your duties and responsibilities. Your conduct must at all times be in accordance with the school’s policies and procedures

13. To report any causes for concern relating to the welfare and safety of children to the designated person, and the head teacher, or if unavailable the designated safeguarding governor or a member of the senior leadership team

14. To attend safeguarding training as required by the school and maintain your knowledge and understanding of your responsibility for safeguarding children in this school

15. To be the school link for FAV (Friends of Arnold View) to provide Administration support 




	Person Specification



	Education and Knowledge

1. A good standard of secondary education to GCSE level or equivalent.

2. A good standard or literacy and numeracy.

	

	Experience
1. Carrying out a wide range complex administrative duties.

2. Interpreting written instructions/manuals to carry out processes and procedures without regular supervision.
3. Working with a variety of IT systems including word processing, spreadsheet and database operation.

4. Handling information in accordance with the Data Protection principles.

5. Dealing with confidential and sensitive information.

6. Handling, processing and reconciling cash, cheques, invoices or equivalent.


	


