Job description 









	Job title: School Outreach Admin Officer 
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	Department: Schools
Single Status Grade: GLPC – D
Job Evaluation ID: JE1000003359 


	

	1 Job purpose: The post holder, under the direction and guidance of the Oak Field Outreach (OFO) Lead Teacher and the Senior Leadership Team (SLT), will be responsible for providing general administrative support to the school’s outreach service, including financial administration as appropriate. This to include maintenance of the pupil support and equipment database, the monitoring and management of equipment, and general financial administration (eg processing of orders and invoices), and effective liaison with colleagues, other educational settings, external agencies and equipment suppliers.

The post holder will be expected to use the school’s standard computer hardware and software packages where appropriate.

	

	2 Principal duties and responsibilities:

	Schools and Pupil Support administration

1. Maintain the Oak Field Outreach database of schools and pupils, and pupil files (both manual and electronic). This to include the accurate input and collation of information and statistical data, the production, analysis and evaluation of information/data, and the production of reports as requested.
2. Maintain the database of equipment and visits records, and Moving and Handling information.
3. Correspond with schools re the referral process, equipment (inc over-due returns), visits, Moving and Handling training/plans, and any additional information.  
4. Maintain the database/spreadsheets for the service. 

Equipment administration

5. Order equipment, eg hoists, slings, specialist plinths and seating
6. Maintain the equipment database and service contract records, ensuring that all servicing is up to date, and any repairs are undertaken promptly, as appropriate. 
7. Provide administrative and practical support around equipment collections, repairs, and deliveries.
8. Monitor and manage equipment stock, undertaking audits as required and ensuring that equipment is returned and cleaned promptly, and stored appropriately.

Moving and Handling Training administration
9. Provide administrative and organisational support for Moving and Handling training by administering all aspects of the arrangements – invitations, bookings, attendance, finance,  and maintenance of the training database. 
Financial administration
10. Provide financial administration around equipment and training, including purchase orders, invoicing, goods receipting, reconciliation of queries, and budget monitoring, maintaining detailed knowledge of expenditure and income for all budgets within the service. 
11. Maintain effective liaison with the School Finance Officer. 

General administration 
12. Communicate by telephone, email, and letter, resolving queries, signposting, or relaying messages, as appropriate, promptly and efficiently – most equipment queries are expected to be solved at the administrative level.  
13. Liaise effectively with schools and other professionals, both within the Oak Field Outreach team (Lead Teacher, Occupational Therapists etc), and external agencies. 
14. Operate effectively software packages such as Word and Excel, databases (eg Booqable) and spreadsheets as appropriate.
15. Provide other administrative and clerical tasks such as reprographics, filing, and minute-taking, as appropriate. 

General
16. Undertake any other duties which may be reasonably regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms. 

	

	3 All staff are expected to maintain high standards of customer care in the context of the City Council’s Core Values, to uphold the Equality and Diversity Policy and Health and Safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder: N/A

	

	

	6 Post holder’s immediate supervisor: Oak Field Outreach Lead Teacher

	

	Prepared by/author: Patricia Lewis (Headteacher)		                Date: 25 June 2018
                                                                                                                 Reviewed: June 2026



	
Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.


I understand and accept the job duties and responsibilities contained in this job description.



Signature:								Date:



Person specification





	Job title: School Administrative Officer – Level 3
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	Department: Schools
Single Status Grade: GLPC – D
Job Evaluation ID: JE1000003359

	

	Areas of 
responsibility
	Requirements
	Measurement
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	Experience
	General office or similar experience, especially in a school and/or involving ordering and maintaining specialist equipment.

Experience of working in a financial role
	
	
	
	
	

	Skills
	Good literacy / numeracy skills.

Ability to interpret data / information and present this to senior staff in an appropriate, understandable fashion.

Ability to carry out both routine and more difficult financial calculations eg adding up a balance sheet and paying invoices. 

Ability to requisition goods and pay invoices and oversee this process.

Ability to prioritise.

Accuracy.

Record-keeping.

Ability to relate to all sections of the community; both children and adults.  
 
Good keyboard / computer skills. 

Ability to work on own initiative and as part of a team.
	
	




	




	
	

	Knowledge
	Knowledge of software packages used for:
· Pupil database eg Booqable
· Word processing e.g. Word
· Spreadsheets e.g. Excel
· Email & Internet e.g. Outlook & Internet Explorer

Appropriate procedures for computer system and data security e.g. system backup, virus checks etc.
	
	
	
	


	

	Work to promote mutual respect and good relations
	Awareness, understanding and commitment to the pursuit of equality/equity, diversity and inclusion, and anti-racism in terms of service delivery and employment practice.

Awareness of the needs of schools in a multi-cultural environment.

Commitment to the school’s equality, diversity and inclusion policies.
	
	
	
	
	

	Work Related Circumstances


	Comply, and assist, with the development of policies and procedures relating to finance and financial regulations, child protection, safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person in a timely way.

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

Contribute to the overall ethos / work / aims of the school.

Attend and participate in relevant meetings as appropriate.

Establish constructive relationships and communicate with other agencies / professionals.

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

Be willing to undertake further training as necessary, in order to enhance service delivery.

Willingness to comply with the City Council’s no smoking policy.
	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Single Status Team 		Date: 4 September 2013
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