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Job Description
POST:  Office Administrator 
RESPONSIBLE TO: Operations Manager
RESPONSIBLE FOR: None
SALARY: Scale Point 7 - 11   £25,584 – £27,269 FTE 
LOCATION: Oasis Academy Skinner Street Gillingham
WORKING PATTERN:, 35 hours per week, Monday – Friday (term time only) 

                                       + 5 staff development days 
DISCLOSURE LEVEL: Enhanced
JOB PURPOSE: Support the smooth running of the day-to-day administrative support for the Academy.  Responsible for admissions, communication with Local Authority, management of systems including free school meals, access control, My Child At School, tests and examinations
SPECIFIC RESPONSIBILITIES:
· Support the efficient operation of administrative support. 

· Ensure the efficient management of Academy systems.

· To contribute to the promotion of the general progress and well-being of children and staff within the Academy.

· To promote and safeguard the welfare of children you come into contact with.

Duties

1. Strategic Development and Academy Development

· Responsible, as a member of staff, for promoting and developing a positive culture and to ensure diversity within the Academy community is recognised and respected.

· Contribute to the development of the Academy’s vision, values and aims and to abide by agreed professional behaviours and attitudes.

2. Administrative Tasks

· Provide administrative support for the staff within the Academy.

· Complete typing and setting up documents such as letters and reports.

· Produce mail shots for parents/carers, as directed.

· Answer telephones and pass on messages as required.

· Complete general clerical tasks such as photocopying, filing, opening and distribution of mail.

· Oversee opening and distribution of all incoming mail, recording and posting of all outgoing mail.

· Be the first point of contact for all academy visitors. 

· Ensure that procedures with regard to visitors signing in and out are carried out to fulfil Health and Safety and Safeguarding requirements

· Keep computer records up to date including:

· Management of staff email groups, staff lists and telephone lists.

· Maintenance of the Free School Meal register liaising with the external authorising body and ensuring effective liaison with the catering team, and overseeing efficient collection of payment for meals.

· Operate an efficient filing and retrieval system for documents and letters.

· Maintain effective internal communication systems with staff and students.

· Organising and sharing electronic reports and deployment staff for progress evening.

· Overseeing the compilation and posting of the students’ half termly assessments in liaison with the Assistant Principal. 

· Stock control management with regard to stationery and office equipment 

· In the event of an emergency evacuation of the building print registers, take Fire Marshall Pack to Fire Assembly Point and ensure all admin staff and visitors are present at the Muster Point.

3. Admissions
· All administrative tasks related to admissions – Forms, data inputting on Bromcom, paperwork for Medway.

· Act as initial point of contact for all admission enquiries- website & Email/ phone/ in person.

· Maintain waiting list and contact those when place is available.

· Liaise with LA  – Medway,  regarding notification outcomes/ appeals/ Year R intake/ leavers/ CME/ on off roll information.

· Liaise with Principal to ensure admission procedures/ admission tours/ paperwork/ appeals are processed appropriately.

· Issue correspondence letters/ emails/ information packs.

· To arrange and meet prospective parents and show them around the school.

· To post pupils files recorded delivery.

· Use of DFE s2s to upload and download CTF’s/ updating school information and GPAS.

· Create and Maintain pupil records on Bromcom and in pupil record files.

· Liaise with feeder schools obtaining information, sharing information – joiners/leavers.

· To support in open evenings/ parent sessions (Year R intake).

· To create CME referrals and liaise with Medway/ Attendance of updates/ new destinations. 

· Year R intake procedure – S2S information.

· Secondary Destinations procedure – Year 6 transfer sheets/ CTFs / Files and other relevant information to secondary schools.

· Roll Book maintenance & weekly on and off roll data to Medway.

· Admission Arrangements and Polices – updates yearly and added to website.

· Elective Home Education process/ applications- liaise with Medway.

· Create/ Maintain Oasis Skinner Street Admission Policy.

· Create academic yearly admission arrangements / circular around Medway / other schools.
4. Other Administrative Duties

· General Reception duties – welcoming visitors/ parents, sign in procedure/ photocopying/ scanning/ answering calls and taking messages/ taking in deliveries/ maintaining cleanliness/ other requests by staff or visitors.

· Data Lead – School Census / Assessment Returns/ CTF’s/ COLLECT/ Primary Assessment Gateway/ Bromcom maintenance / setting up academic years/ days/ End of Year Procedure/and Liaising with OCL Cluster Information Management 

· MCAS App – setting up clubs and bookings/ payments / setting up new parent’s accounts/ accounts maintenance/ messaging/ actively checking MCAS messages hourly.

· First Aid duties

· Ipads – Liaise with IT / staff regarding the distribution and returns of pupils iPads  - and damaged/ lost/ stolen iPad’s and reporting and creating invoices to parents/ setting up payment plans via MCAs/ Horizon Agreements.

· Support Attendance Officer with late line in the mornings/ recording lates and dinners.

· Dinners – Create and maintain dinner menu and dinner register on Teams/ confirm on Bromcom daily after 12 to ensure payment on MCAS.

· ITECH –upkeep of all machines regarding maintenance/ damages/ toner requests.

General Duties

· Attend training including the Academy’s Training Days.

· Attend team meetings

· Participate in the Academy’s Performance Management process

The person undertaking this role is expected to work within the policies, ethos and aims of the Academy and to carry out such other duties as may reasonably be assigned by the Principal.  The post holder will be expected to have an agreed flexible working pattern to ensure that all relevant functions, including extra-curricular activities, are fulfilled through direct dialogue with employees, contractors and community members. 

All staff take an active role in the Academy’s care and guidance of students.

The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed. 

The post holder will be subject to performance objectives agreed annually with the relevant body and these objectives will be reviewed annually.
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Office Administrator 
Person Specification  

Our Purpose

The vision of Oasis Community Learning (OCL) is to create ‘Exceptional Education at the Heart of the Community.’

All our Academies are committed to achieving this vision through developing character, competence and sense of community with every child, providing a rich educational experience that is underpinned by our philosophy of education; inspirational leadership, deep learning and healthy communities.

Oasis Ethos
Our ethos is an expression of our character - it is a statement of who we are and therefore the lens through which we assess all we do. We are committed to a model of inclusion, hope, perseverance, healthy relationships and compassion throughout all the aspects of the life and culture of each Academy community.
	
	Essential
	Desirable

	Qualifications
	· GCSE English and maths at A*-C or level 2 equivalent
	

	Experience, Skills and knowledge
	· Excellent ICT skills 
· Experience of using Word, Excel and Outlook
· Good organisational skills, ability to show initiative 

· Ability to prioritise work

· Good communication skills

· Understanding of the practical application of Equal Opportunities in an Academy context
	· Experience of working in an office  in an Academy or school setting

· Experience of using PowerPoint

· Experience of Bromcom

	Personal Qualities


	· Ability to lead a team

· Ability to reflect.

· Ability to use your own initiative but also know when matters need to be referred to your line manager

· Ability to demonstrate patience with firmness.
· Ability to form and maintain appropriate relationships and personal boundaries with children

· Be able to maintain confidentiality


	

	Personal Qualities


	· Emotional resilience in working in a range of challenging situations
· Have a willingness to demonstrate commitment to the values and behaviours which flow from the Oasis ethos
	


