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CITY of SHEFFIELD

JOB DESCRIPTION


	DIRECTORATE
	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE


	Department Assistant

	SALARY RANGE


	Grade 3 (Pts 5 to 6)

	RESPONSIBLE TO


	Curriculum Leader

	RESPONSIBLE FOR
	N/A

	PURPOSE OF JOB
	Under the guidance of the relevant Curriculum Leader, be responsible for undertaking the administrative and organisational processes associated with the department to enable better teaching and learning. 

To assist with the planning and development of departmental administration systems.




JOB DESCRIPTION FOR POST OF: Department Assistant  

SPECIFIC DUTIES AND RESPONSIBILITIES

The post-holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002 and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
Duties
	Organisation

· Contribute to the planning, development and organisation of departmental administration systems/procedures/policies

· To prioritise tasks in order to meet necessary schedules and deadlines

· To contribute to the organisation of, and assist with the arrangements for School trips and events 

· To prepare and distribute resources relating to cover lessons as required.

· To liaise with teaching and support staff as necessary
· To arrange hospitality where appropriate

Administration
· Maintain manual and computerised departmental records and information systems
· Analyse and evaluate data/information and produce reports/information/data as required

· To prepare, reproduce and maintain teaching materials 

· To assist with the collection and balance of monies as appropriate

· Undertake typing and word-processing e.g. letters to parents, schemes of work and IT based tasks

· Provide administrative and organisational support to other staff

· To provide general clerical support e.g. photocopying, filing, mail distribution

· To prepare, mount and main displays of work

· To minute department meetings as required

· To prepare and distribute resources for examinations (internal/external) as required

· Occasional exam invigilation of students if the need arises

· To produce and circulate information on departmental related matters in an appropriate format for a variety of audiences

Resources
· Operate relevant equipment/ICT systems
· Provide advice and guidance to staff, students and others

· Undertake research and obtain information to inform decisions 

· To organise departmental equipment and stocks and maintain the departmental inventory

· Assist with marketing and promotion of the School



	Responsibilities



	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the School

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Any other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher.



	Other Duties



	· Establish constructive relationships and communicate with other agencies/professionals 

· Comply with and assist with the development of policies and procedures relating to confidentiality and data protection, reporting all concerns to an appropriate person

· To check, monitor and care for the physical learning environment within the department e.g. to report/deal with damage promptly

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the School

· Recognise own strengths and areas of expertise and use these to advise and support others 

The post holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
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