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	School/College:
	Wymeswold C of E Primary School

	Job Title:
	Office Administrator

	Grade:
	5

	Post Number:
	

	Responsible To:
	Head Teacher

	Responsible For:
	

	Key Relationships/

Liaison with:

	Head Teacher, School Staff, Parents


	Job Purpose:


	To support teaching staff to meet the academic, pastoral and other needs of students by improving the quality of teaching and learning, thereby enabling students to achieve their full potential by contributing to the provision of an effective secretarial and clerical service to senior staff.


	MAIN DUTIES AND RESPONSIBILITIES:

	1.


	To undertake word processing and, if required, the distribution of a wide range of documents required by Senior Staff to ensure that accurate, appropriately and well presented documents are completed on time, to enable teaching staff to meet their responsibilities for the production of information and other documents.  These will include:-
a) Correspondence

b) Publications/Newspapers

c) Handbooks

d) Policy Documents

e) Forms

f) Certificates

g) Students’ References

h) Invoices



	2.
	To provide a comprehensive secretarial, administrative and clerical service, to all senior staff, including the Headteacher/Principal.


	3.
	To undertake a range of administrative duties relating to appointments, prize giving and to assist teaching staff to ensure that the events proceed smoothly.


	4.
	To undertake a range of clerical duties including distribution of information, photocopying and filing, to ensure that information is available to teaching staff at the time it is required. To use school ICT stsyems, such as SIMS and PMX Parentmail.


	5.
	To monitor attendance of students, following up ‘unexplained absence’, plus teachers’ absences, where necessary and reporting findings to staff and parents to enable further action to be taken to maximise student attendance.


	6.
	To contribute to the provision of a reception service, to ensure that staff, students, Governors, parents and others who visit or telephone the school receive a prompt and helpful service. Ensure entry protocol is adhered to.



SPECIAL FACTORS:
Subject to the duration of the need, the special conditions given below apply :

(a)
The nature of the work may involve the postholder carrying out work outside of normal working hours.

(b)
The postholder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the service.

(c)
Expenses will be paid in accordance with the Local Conditions of Service.


(d)
This post is subject to a check being carried out at an Enhanced level by the Criminal Records Bureau regarding any previous criminal record.

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Disability Discrimination Act 1995 to accommodate a suitable disabled candidate.
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	School/College:
	Wymeswold C of E Primary School

	Job Title:
	Office Administrator

	Grade:
	5

	Post Number:
	


	
	Essential
	Desirable
	How assessed

	Qualifications
RSA II or RSA 111

Shorthand

	(

	(

	App/Doc


	Experience

Worked in a school office environment 
	
	(

	App/Ref

	Knowledge

Understanding of Health & Safety legislation sufficient to ensure own working methods comply with legislation and recognised good practice.


	(

	
	

	Skills/Attributes

Excellent work processing skills.

Ability to use other IT systems required in the post, to enhance presentation of documents.

Numerate and literate, excellent standards of grammar and punctuation.

Good clerical and administrative skills.

Well organised and methodical ability to meet deadlines and competing demands for work.

Good communication and interpersonal skills.

Ability to work effectively as a member of a team.

Ability to work with minimum supervision.

Ability to use SIMS and  PMX Parentmail.
Knowledge of FMS.
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	General Circumstances

Attendance - evidence of regular attendance at work

An understanding of, and commitment to, Equal Opportunities, and the ability to apply this to strategic work and day-to-day situations


	(
(
	
	App/Ref/

Med

App/Int



	Factors not already covered

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Disability Discrimination Act 1995.


	(

	
	Med


App = Application Form

Test = Test

Int = Interview

Pre = Presentation

Med = Medical Questionnaire

Doc = Documentary Evidence (E.g., Certificates) 
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