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Dormers Wells Learning Trust
Job Description
Post Held: Centre Manager 
Salary Scale: Grade 6
Main purpose of the job:
1. To provide an efficient, personal and confidential service for Caretakers Cottage.  

2. To provide efficient and comprehensive administrative support for Caretakers Cottage.
Duties and responsibilities
· To liaise with staff about the management of Caretakers Cottage. 

· To manage clerical duties including filing, answering the telephone and taking and passing on messages in a timely manner.
· To write letters (editing documents for grammar, spelling and dates), complete referrals and other items as directed.

· To assess referrals and signpost as appropriate. 

· To photocopy, duplicate (including preparation) and collate documents and other items as directed.

· To deal with queries from staff, parents and external agencies in a timely manner.

· To distribute incoming and outgoing mail on a daily basis.

· To input data of a varied nature.  

· To undertake reception duties including but not limited to, answering routine telephone calls, face-to-face enquiries and signing in visitors. 

Stock/Resource Management
· To maintain the stationary cupboard, carry out a stock check every half term and place stationary orders as required.
· To maintain refreshment stocks, oversee the management and maintenance of the photocopier, sanitary items and any other maintenance as required. 
Behaviour and Safety
· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the appropriate school’s Child Protection Officer.

· To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations.
Professional Development
· To attend and participate in Trust meetings and training as appropriate.

· To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate.
· To participate fully in the Trust’s review of Caretakers Cottage and Staff Review/Performance Management.

· To liaise as appropriate with external agencies and individuals. 

· To participate in appropriate working parties as the need arises.

Other
· To ensure all work is appropriately documented and kept up to date. 

· To refer issues/difficulties to the Line Manager in the first instance.

· To implement all and follow all Trust and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.

· To be a positive role model.

· To play a full part in the life of the Trust community including within Caretakers Cottage, to support its mission and ethos.
· To be courteous to colleagues and be welcoming to visitors and telephone callers

To Whom Responsible: Member of the Leadership Team as designated in the Line Management structure
Note
Whilst every effort has been made to outline the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to carry out any reasonable request to undertake work of a similar level that is not specified in this job description.

This job description is not your contract of employment, or any part of it.  It has been prepared only for the purpose of organisation within Caretakers Cottage and may change either as your contract changes or as the organisation of Caretakers Cottage is changed.  Nothing will be changed without consultation.  This document must not be altered once it has been signed but will be reviewed annually.

Signed: ______________________________________ Date: _________________________
