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Job Profile

Job Title:      	Administrative Officer

Reports to:  	Academy Operations Officer 

Hours:         	37 hours per week
	Term Time only 38 weeks 

Location:	    Arundel Court Primary Academy School but required to work at any academy where business is conducted that is within reasonable distance.

Function of the post:

To provide a professional administrative service whilst contributing to the continuous improvement of the administrative team of the school, including excellent communications to parents and carers, and liaising efficiently with a wide variety of individuals and organisations.  

Working within the University of Chichester Academy Trust (the Trust) and Academy policies and procedures the post holder will also act as the first point of contact for the school, creating a friendly and positive image by being responsive and prompt in responding to requests relating to a broad range of topics.

Principal Accountabilities:

1. Provide academy-wide administrative service to support the operational effectiveness of the academy in relation to a variety of areas, including admissions, pupil records, SEND administration to include children’s health and care plans and supporting teachers in the preparation of materials;

2. Provide a comprehensive reception service to parents and visitors to Arundel Court Primary Academy and Nursey, and the Inclusion Centre (NEST), working within a busy school reception environment and will be required to remain calm, patient and professional while supporting pupils, including those who may present with dysregulated behaviour. The role requires the ability to respond sensitively, follow agreed behaviour and safeguarding procedures, and communicate effectively with children, staff and visitors

3. Using the school database, maintain accurate records of all admissions to the school for the annual intake of new entry children and for in-year admissions in line with school procedures.

4. Responsible for completing the termly pupil census and other data requests. 

5. In a professional and pro-active manner, working as part of the office team, take responsibility for a range of administrative tasks that contributes to the general office administration of the school such as responding to external enquiries, liaising with external agencies, organise meetings, assist with arrangements for school visits and events, photocopying and reprographic tasks, updating website information or such other administrative duties

6. Working with the Academy Operations Officer, support the management of school stock and equipment; ordering, checking and organising in line with procedures within 24 hours; ensuring that stock levels of school equipment and stationery are maintained;

7. Ensure that administrative tasks, including cash handling in relation to school trips, sales and dinner money, are undertaken in line with School and Trust Policy and procedures, maintaining effective and accurate records;

8. Support the First Aid arrangements for the school, such as recording incidents and injuries in line with procedure.

9. Support the Academy Operations Officer in the administration of staff records, always ensuring confidentiality.

10. Responsible for the management of the school diary of events including the organisation of events, such as parents’ evenings, visits and visitors ensuring accuracy and currency;  

11. Contribute to the continuous improvement of the reception and administrative processes of the school to improve quality and efficiency.


Other duties:
You are required to undertake such other duties appropriate to the salary grade and content of the work as may reasonably be required of you.  Therefore, the list of duties in this job profile should not be regarded as exclusive or exhaustive.  Please note that, in consultation with the post holder, the University of Chichester Academy Trust reserves the right to update your job profile to reflect changes in, or to, your post.

Data Protection:
You will be responsible for ensuring that workplace responsibilities, within the Section, are carried out in compliance with the requirements of the Data Protection Act 2018 and the Employment Practices Data Protection Code 2002, especially concerning confidentiality, treatment of personal information and records management.

Health and Safety 
You are responsible for ensuring that workplace responsibilities within the Section are carried out with full regard to, and in support of, the School’s Health and Safety Policies.

Sustainability and Environment:
The University of Chichester Academy Trust is committed to sustainable development and environmental initiatives.  It accepts its environmental responsibilities and recognises the contributions it can make to the resolution of regional and local environmental issues.  The University of Chichester Academy Trust will support the School in continuously seeking to find ways to improve its environmental performance and staff are required to support these aims.  

Equality and Inclusion:
The University of Chichester Academy Trust and the School believes that everyone has the right to be treated equally and that the diversity of individuals and groups should be embraced, valued, and respected.  We are committed to eliminating any form of discrimination be it direct, indirect, harassment or victimisation, and to comply with its legal obligations detailed in the Equality Act 2010.  

You will take responsibility for behaving in ways that are consistent with fair and equitable treatment for all and take responsibility for your own learning and engagement with equality issues and actions and to consider the impact of their actions to ensure that they do not have a detrimental effect on achieving equality of opportunity.  Any breaches may lead to termination of employment.


Right to Work:
British and European Law states that a person cannot be employed to this post if they do not have permission to live and work in the UK.  The University of Chichester Academy Trust is obliged to appoint people who are citizens of the European Economic Area (‘EEA’) where possible.  Immigration guidance information is available at www.unicat.org.uk/celebrating-diversity-supporting-equality.

Safer Recruitment:
The University of Chichester Academy Trust and School are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.  We will ensure that all our recruitment and selection practices reflect this commitment.

New members of staff will be required to apply for Disclosure Service certification as part of the School’s staff recruitment process. Further information about the Disclosure and Barring Service is available from the DBS website at www.homeoffice.gov.uk/dbs


Principal Attributes and Person Specification:
Essential requirements are those, without which, the candidate would not be able to do the job.  It is expected that the post holder will have the knowledge and qualifications indicated, or equivalent qualifications and experience.

Desirable requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.

	
	Essential
	Desirable
	Evidenced through



	Knowledge and Qualifications





	Good general education with at least GCSE Grade C with a high standard of literacy and numeracy.  You will have a proven capability of writing business correspondence

Demonstrable knowledge of a wide range of administrative practices and procedures that support the delivery of a professional, customer focused service


	Relevant professional qualification 

Knowledge of administrative duties within an academy, primary or secondary education setting

Knowledge of school policies and procedures in relation to attendance and admissions

	Application
Documentary Evidence
Interview

	Skills









	Organisational, planning and time management skills that demonstrate an ability to deliver a professional, efficient and effective service in-line with the duties of the post

Strong interpersonal and communication skills, that enable positive rapport to be built quickly, and appropriate and timely response to a wide range of stakeholders delivered with sensitivity and discretion when required

Computer literate with fast and accurate keyboard skills using Microsoft Office applications or similar

Demonstrable administrative and analytical skills, with proven high levels of accuracy and attention to detail under pressure

	Able to produce professional and accurate presentations, documents and communications

	Application
Interview
References

	Experience 






	Experience of undertaking a wide variety of general administrative tasks relevant to the duties of the post

Experience of undertaking a high volume of tasks within tight time frames and with competing demands

Relevant experience of providing advice, support and information to a diverse range of people, both internal and external

Experience of working pro-actively and flexibly with a highly motivated team of professional individuals

	Experience of cash handling
Website content management
Working within an academy or school setting in a similar role

	Application
Interview
References







	Personal attributes








	A pro-active team member with a client focused approach, able to work confidently with minimum supervision

Flexible and adaptable attitude with regard to changing priorities and the needs of the school, whilst remaining calm under pressure

Attributes that create a supportive, friendly, helpful and positive environment, empathic and sensitive to the needs of a diverse range of people

Accurate, methodical and well organised to enable the maintenance of administrative systems, procedures and records.

	
	Interview
References
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