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WALTHAMSTOW SCHOOL FOR GIRLS
“NEGLECT NOT THE GIFT THAT IS IN THEE”
Job Description
  






Job title:			Administrative Support Manager

Reporting to: 			Headteacher’s Executive Personal Assistant  
Line management of: 	Front Office Admin team
Liaising with:	Leadership Team (LT), all Teachers and support staff, governors, LEA representatives, external agencies and parents/carers.
Working time:	36 hours per week, 52 weeks per year 
Salary: 			S01/S02 
Disclosure:			Enhanced


	Core Purpose
	· To be responsible for the day to day management of the Front Office, Reception area and whole school administrative function
· To oversee our first aid and medical administrative provision
· To provide a confidential and personal service to the DHTs, carrying out a range of secretarial and administrative tasks  
· To work to raise the public image of the school and provide a welcoming, courteous reception to all school visitors


	Front Office / Reception
	· To be responsible for the reception of visitors to the school, ensuring they are welcomed in a polite, friendly and efficient manner and provide hospitality as required
· To ensure that the Front Office and Reception are adequately staffed at all times
· To oversee the “Student Hatch” ensuring that all enquiries are dealt with efficiently and that mobile phones are stored and returned safely
· To operate the telephone system, answering calls within the school’s agreed quality standards and directing calls/taking and communicating detailed messages (including electronic) as appropriate
· To oversee the running of the Front Office, Reception and Foyer area. Ensuring that up to date procedure notes are available for all tasks
· To support the training and induction of Front Office based staff
· To oversee the management of the diaries for the Deputy Headteachers


	First Aid Provision/Medicine Administration/Accident Reporting


	· To oversee the first aid rota and ensure first aid cover is provided during school hours
· Ensure staff on the first aid rota have certified in date training
· Oversee the system for tracking first aid incidents within school
· To be the Designated Lead First Aider providing advice to the first aid team as required
· Ensure the provision to administer students’ medicines is provided across the admin support team
· Be the named person to log accidents on the LA e-portal system and liaise with the SBM and/or H&S LA team on follow up queries


	Student Data
	· To be responsible for ensuring all pupil data is accurate and up to date, producing relevant reports
· To be responsible for student data entry and retrieval, in respect of new starters and leavers, including new intake students, and liaising with the Admissions Team
· To oversee all administration in respect of year 7 intake, including inputting of student data and liaising with parents in order to arrange appointments, attending New Intake Evenings, meeting with parents to ensure data is accurate and to undertake new starter parent interviews as required


	Events Organisation
	· To oversee the successful delivery of key whole school events such as:
1. Year 7 Transition Day in liaison with the Head of Year (Year 7)
2. To be responsible for assisting the relevant Head of Year with the organisation of Parents Evenings either as an online process or face to face 
3. To oversee the administration and organisation of Presentation Evening in liaison with the relevant Assistant Headteacher and Exams Manager 
4. To oversee the administration of events associated with International Women’s Day in liaison with the relevant Assistant Headteacher
5. To oversee and assist in the organisation of whole school careers events, in liaison with the relevant Assistant Headteacher


	General Administrative Duties
	· To manage the workload of the Administrative Assistants and allocate work as appropriate 
· To provide administrative cover for the Headteacher’s Executive PA in times of absence ensuring key day to day administrative priorities for the Headteacher are met
· To ensure that the school e-mail account is checked regularly, redirecting as appropriate
· To have a high standard of ICT skills in order to undertake typing tasks, including letters, minutes, reports and spreadsheets and to undertake reprographic duties as required
· To oversee the logging and storing of confiscated items and ensuring parents are notified as required and items are safely returned 
· To take minutes at meetings such as Staff Briefing and Head of Year meetings, as directed by the Headteacher’s Executive PA
· To ensure whole school communication via the text messaging system under the direction of SLT and/or Executive PA to Headteacher
· To organise administrative cover for the AV and Media Technician in times of absence ensuring key publications such as; Greensheet and the Staff and Student Bulletins are produced
· To oversee the administration of staff training records


	School Ethos
	· To play a full part in the life of the school community, to support its distinctive aims and ethos and to encourage staff and students to follow this example
· The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to be flexible and carry out other relevant and/or reasonable duties as directed by their Headteacher/Line Manager commensurate with the skills, abilities and grade of the post  

	Whole School Contribution
	· There is an expectation to attend all key school events out of hours as detailed in the school calendar e.g. Open Evenings, all faculty and staff meetings and the relevant twilight inset sessions
· To play a full part in the life of the school community, to support its distinctive aims and ethos and to encourage staff and students to follow this example
· To take part in the school’s staff development programme by participating in arrangements for further training and professional development 
· To engage actively in the Performance Development Review process 
· To work as a member of a designated team and to contribute positively to effective relationships within the school
· To promote actively the school’s policies



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.
September 2024
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.










Person Specification








	
	Criteria
	Essential
	Desirable
	
	Assessed by application
	Assessed by selection process

	
	Qualifications

	1
	Good general standard of education
	/
	
	
	/
	

	
	Experience

	2
	Experience of delivering efficient and effective administrative support for senior management
	/
	
	
	/
	/

	3
	Experience of working on own initiative with minimum supervision and meeting tight deadlines.
	/
	
	
	/
	/

	4
	Experience of devising, implementing and developing effective administrative systems 
	/
	
	
	/
	/

	5 
	Extensive experience of the use of a wide range of computer software 
	/
	
	
	/
	/

	6
	Knowledge/experience of SIMS
	
	/
	
	/
	

	7
	Experience of managing a team of Administrators
	/
	
	
	/
	/

	8
	Knowledge/experience of Education sector and/or schools
	
	/
	
	/
	

	
	Skills and aptitudes 

	9
	Flexibility and ability to work as part of and to contribute to the school administrative team.
	/
	
	
	/
	/

	10
	Interpersonal skills - dealing with parents, students, colleagues and outside agencies.
	/
	
	
	/
	/

	11
	Ability to deal sensitively and in confidence with a wide range of issues relating to working practices.
	/
	
	
	/
	/

	12
	Ability to communicate effectively at all levels both verbally and in writing and to produce high quality correspondence.
	/
	
	
	/
	/

	13
	Ability to work effectively under pressure, to manage own workload and conflicting priorities
	/
	
	
	/
	/

	14
	Numeracy
	/
	
	
	/
	/

	15
	Ability to work methodically, ensuring attention to detail
	/
	
	
	/
	/

	
	Other

	16
	Commitment to the LA’s Equal Opportunities Policy and acceptance of their responsibility for its practical application   
	/
	
	
	/
	/



This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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