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 JOB DESCRIPTION

	School Name:
	Parkwood Hall Co-operative Academy 

	Job Title:
	Pupil Records Administrator

	Reports To:
	Pupil Records Manager

	Working arrangements
	36 hours per week, 41 weeks per year

	Grade
	Scale 4 (£24,950 to £26,539)

	School Context
Parkwood Hall is a day school for pupils aged 4 -19 years with moderate to severe learning difficulties, and other diverse and complex needs.  The pupils here are an inspiration to us all.

Parkwood Hall aims to provide an inclusive learning environment which challenges pupils to achieve success and to thrive. Our co-operative values are important to us, especially honesty, openness, social responsibility and caring for others.  They underpin the way we do things here at Parkwood Hall.  We are committed to providing a learning environment and learning pathway that enables all our pupils to achieve the best they can be and help prepare them for adult life so they can live as independent a life as possible.  We have a highly skilled team of professionals including teachers and teaching assistants, speech and language therapists, occupational therapists, Positive Support Behaviour practitioners and school nurses.


	Job Purpose/focus
· To support the Pupil Records Manager (PRM) with the daily administration of the Pupil Records Office. Undertaking all administrative and organisational processes regarding central pupil records, maintaining confidentiality at all times. 


	Tasks and Responsibilities 
· Support the PRM to ensure the smooth and effective running of the Pupil Records Office and all administrative and communicative systems.
· Support the school reception during busy periods, providing cover for breaks and absences.
· Assist with the organisation of school events throughout the academic year. 
· Assist in the maintenance of the school website, as directed.
· Provide administrative support to senior leaders as required, including attending meetings, taking accurate minutes and record keeping.
· Maintain accurate and up-to-date pupil records within the school’s Management Information System.
· Organising and maintaining Main School Files and ensuring effective and robust pupil record keeping.
· Use of the school communication platform to distribute information to parents, staff and Trustees. 
· Assist in the preparation and production of the staff and parent newsletters.

Annual Reviews & EHCP Administration
· Assist with the preparation of Annual Review documentation and the issuing of invitations to parents, staff and external professionals.
· Support with monitoring attendance, obtaining parent and professional contributions, and ensuring documentation is completed within statutory timescales.
· Prepare meeting packs and provide support at Annual Reviews as required, including minute-taking and following up on actions and outstanding information.
· Support with the management and distribution of Annual Review and EHCP documentation in line with statutory requirements.

Compliance & Data Management
· Maintain records in line with data protection legislation, information security requirements, and the school's retention schedule.
· Support data protection compliance across the school community.

This job description is not an exhaustive list of duties, and the post holder will be required to undertake any other reasonable duties as discussed and directed by the Line Manager.


	Behaviour and Safety
· Follow school policy regarding maintaining good relationships with pupils. 
· Be as positive role model and demonstrate consistently the positive attitudes, values and behaviour, which are expected of pupils. 
· Have high expectations of behaviour, promoting self-control and independence of all learners. 
· Be responsible for promoting and safeguarding the welfare of children and young people within the school, raising any concerns following school protocol/procedures. 

	Team working and collaboration.
· Participate in any relevant meetings/professional development opportunities at the school.     

	General and other duties
· The Pupil Records Administrator will be expected to contribute to the overall aims of Parkwood Hall Co-operative Academy by assisting in the co-ordination and administration of any activities related to the Academy. 
· To build effective relationships with all staff, volunteers, and other outside organisations. 

	General Responsibilities
· To maintain confidentiality in all aspects of Parkwood Hall Co-operative Academy. The nature of the working environment entrusts people with confidential information. Any breach of this confidentiality will constitute with misconduct. 
· To co-operate with all Parkwood Hall Co-operative Academy staff in maintaining good relationships with outside agencies and the public to promote and uphold the school’s image. 
· To ensure the health and safety of self, colleagues, students, and visitors and to report any such matters to the maintenance team, senior managers or Health and Safety Committee as appropriate. 
· To perform any other duties as are within the scope, spirit and purpose of the position as requested by the Principal and HR manager. 
· This job description reflects the current requirements of the post. As duties and responsibilities change and develop the job description will be reviewed and is subject to amendment in consultation with the postholder. 


	General Information:
	

	


Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying.
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors.


	


Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence.
· To be aware of the school's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.


	


Safeguarding and Child Protection

	· To be alert to issues of child protection ensuring that the welfare and safety of children attending Parkwood Hall Co-operative Academy is promoted and safeguarded and to report any child protection concerns to the designated Child Protection Officer using safeguarding policies, procedures and practice.


	This is not an exhaustive list of duties and responsibilities. The post holder may be required to undertake other duties that fall within the grade of the job in discussion with the manager. 
The content of the job description will be reviewed regularly in the light of changing service requirements, and any such changes will be discussed with the post holder.
The Pupil Records Administrator is expected to comply with all relevant Parkwood Hall policies, procedures and guidelines, including those relating to Safeguarding, Equal Opportunities, Health and Safety, and Confidentiality of Information.

Signatures:



Employee__________________________________________Date________________________




Principal___________________________________________Date________________________







	Person Specification – Pupil Records Administrator 

	Education & Qualifications 

	Essential 
· Knowledge of general office procedures and practice
· Strong oral and written skills, likely evidenced by GCSE English at grade C or above
Desirable
· Experience of working in a school administration environment.

	Knowledge, experience and training 

	Desirable 
· Experience of dealing with queries from a wide range of people.
· Experience in the use of relevant IT systems.
· Experience of working as part of a team.
· Experience of organising work tasks and duties to meet appropriate service standard, in terms of timeliness, accuracy and the provision of a high-quality service to pupils, parents, staff and external professionals.
· An ability to respect sensitive and confidential work.
· Willing to carry out all duties having regard to an employee's responsibility under the Trust's Health and Safety Policies.
· Willing to abide by the Trust's Equal Opportunities Policy in the duties of the post, and as an employee of the Trust.

	Skills & Abilities
	Essential
· Able to communicate effectively with a wide range of people.
· Able to file, retrieve, sort and complete documents accurately.
· Able to use a range of office equipment (e.g., printers, photocopiers).
· Able to accurately enter/retrieve data information from information systems.
· Able to work flexibly as part of a team.
· Able to prioritise work tasks to meet conflicting deadlines.
· Able to understand and follow instructions.

	Personal Qualities
	Essential 
· Resilient with a calm, professional manner.
· Honest and able to maintain absolute confidentiality.
· Commitment to the vision and values of Parkwood Hall Academy Hall.
· Flexible and 'can do' attitude to competing commitments in workload.
· Highly motivated and reliable.
· A willingness to develop problem-solving skills in complex situations.
· A willingness to be flexible and support school wide activities.
· Innovative and creative thinker.
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