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Chadwell Primary School
High Road, Chadwell Heath, Romford, Essex, RM6 4EU

Tel:020 8590 1242  Fax: 020 8598 8990
Email: admin.chadwell@redbridge.gov.uk

Our School

Chadwell Primary is a two-form entry Primary School which occupies three main buildings: one for
our nursery children, one for our Reception and Year 1 classes and one for our children in Year 2-6.

We have a large playground as well as a separate, self-contained area for our Nursery and Reception





Chadwell Primary School

High Road, Chadwell Heath, Romford, Essex. RM6 4EU
Tel: 020 8590 1242
JOB DESCRIPTION
Post: Senior Administration Officer

Salary Scale: LBR 7 (Points 29-31) £28,357-£30,107 pro rata (This equates to approximately £25,305 - £26,868 per year)
Working Hours: FTE 36 Hours / 46.53 Weeks (required between 8.30am – 4.45pm)
Reports to: School Business Manager

Role purpose and role dimensions: Overview of the job.

To work as part of a busy administrative team. To deliver business support services including business specific processes or routine technical activities to support the service or function in meeting its targets and objectives.
To supervise, develop and enhance the practice of others of the admin team.
To operate, develop and manage the schools management information system (MIS), inputting and analysing data and producing statistics and reports as and when required and in accordance with statutory requirements.

To ensure all business support is provided efficiently, effectively to defined stakeholders. Providing support to colleague team members, teachers, senior managers and other staff within the school.

Performs a range of general, clerical, financial and administrative activities as part of administrative team within the school with specific responsibility for data and pupil matters – see below.
Specific tasks and duties:
· to organise and supervise administrative systems and processes.
· to be responsible for all procedures relating to admissions for nursery, school and secondary transfer.
· to manage the school’s Integris G2 database system for pupils.
· to assist the Deputy Headteacher to enter statutory pupil achievement and assessment data and submit reports to the Borough and DfE.
· to work with and provide statistical information to the LA, SEN and Inclusion Team and DfE as & when required.
· to analyse and evaluate data/information and produce reports / data / information as required.
· to supervise and quality control the production of correspondence, reports and newsletters.
· to produce accurate pupil information for school census.
· to lead all admissions processes, co-ordinating and ensuring input of new pupil information received as necessary.
· to manage and lead the arrangements for the new cohort information meetings, home-visits, meet the teacher and settling-in events, liaising with the EYFS coordinator where necessary.
· to arrange new intake and mid-term pupils meetings, overseeing all the associated admin and records.

· to be responsible for the electronic common transfer system between schools

· to ensure the smooth transition of data from one academic year to the next.
· to maintain pupil registers and liaise with the Headteacher and Education Welfare Office on pupil attendance.
· to ensure that correct procedures are followed regarding the application of free school meals, which includes contract agreements for Early Years provision, submitting data to the LA so that the school receives the allocation of funding.  
· to ensure that all early years contract form are signed termly and sent to LA to approve and confirm funding for EYPP.
· to operate electronic mail and texting service to parents and distribute appropriately.
· to be responsible for the maintenance of pupils’ records and confidential files and ensure that all procedures relating to admissions are carried out in accordance with both the School’s and Council’s criteria and requirements.

Personal Assistant duties:
· Undertake a diverse range of secretarial and administrative duties for the Headteacher and other staff, acting as personal assistant to the Headteacher keeping the diary, making arrangements and carrying out general office duties in order to free the Headteacher and other staff to concentrate on curricular issues and to ensure well-presented and accurate correspondence, reports and other documentation.
· On behalf of the Headteacher, produce and distribute all letters/correspondence to parents using GroupCall and postal system.
· To regularly check emails, correspondence and appointments to ensure the Headteacher is kept informed at all times. 

· To forward think and plan in advance in support of Headteacher’s workload. 

· To be able to access information for the Headteacher as necessary and obtain all information required in the support of their work. 

· Arranging collation of all relevant documentation to support Headteacher meetings. 

· Acting as point of contact for arrangement of meetings between Headteacher, Local Authority and external agencies. 
· Filter and make telephone calls to and on behalf of the Headteacher including following up any resultant actions.
Health & Safety duties:
· Ensure the adequacy of Health and Safety procedures and management in liaison with School Business Manager and Site Manager.

· To work in liaison with the SBM & Trips/Visits Coordinator to ensure H&S is paramount.
· To lead the H&S function through the management of the H&S portal.
· To be proactive in ensuring that the school provides a safe, secure and friendly working environment consistent with its health and safety policies. 

· Maintain the School’s Business Continuity Plan in conjunction with the SBM.
· Prepare and present agenda items for the Governing Body subcommittee responsible for Premises.

Stakeholder focus:

· Receive and respond to, everyday enquiries from/to stakeholders to provide a timely and effective service to others.  

· Recognise/understand impact of incidents arising and devise solutions to a range of practical problems to ensure appropriate resolution of stakeholder queries or other issues – always ensuring that school policy for escalation is followed.
· Follow established ordering procedures to ensure adequate supplies/resources are available to meet work unit requirements (e.g. stationery/office supplies).
· Complying with customer service standards and promoting the development of high quality, individualised and customer-led services. 

· To assist in the operation of reception facilities and ensure these are both efficient and hospitable, answering the phone, receiving, registering and escorting visitors as required.
Staff Management
· To line manage the office based admin staff to ensure effective delegation of tasks.
· To deliver annual appraisal opportunities for the admin team.
· To support the development and training of office/admin staff, ensuring that professional development needs are met.
· To participate in the recruitment process for members of the admin team.
· To ensure effective induction of new staff in line with school procedures (when necessary).
· To support and challenge team members, including in circumstances when they are underperforming.
Compliance

· To be the GDPR link between school and appointed DPO.
· To maintain and review all GDPR documentation / legislation / policies and procedures to ensure compliance.
· To oversee all GDPR related issues e.g. FOI requests, SAR’s, breaches etc.

· To liaise with / report to appointed DPO when necessary.
· Provide regular updates regarding GDPR to SLT.
· To ensure all staff are trained and kept well informed of GDPR related procedures / updates.
Other responsibilities
· Contribute to the overall ethos, work and aims of the school
· Promote safeguarding and ensure all concerns are reported to the appropriate person.
· Be aware of and comply with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection (GDPR), reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.

· Being responsible for your own Health & Safety, as well as that of colleagues, service users, pupils within school and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.  
· Show commitment to the school, its inclusive ethos and equal opportunities for all in the school community, opposing strongly any form of discrimination.
· To administer first aid treatment as required throughout the school day.
· Deal with complex reception /visitor matters.
· Provide advice and guidance to all stakeholders.
· Provide administrative support to the Headteacher / School Business Manager and Governing Body.
· To be responsible for developing processes and procedures to respond to the needs of the school and senior team.
· Liaise with line manager and attend meetings as required.
· Contribute to the planning, development and organisation of support service, systems, procedures and policies.
· Undertake research and obtain information to inform decisions 
· Work effectively with team members and others across the school / Council in providing and promoting a service.
· Comply with the school’s commitment to achieving equality of opportunity.

· Taking responsibility for continuing self-development and participating in training and development activities.
· Establish constructive relationships and communicate with other agencies/professionals.
· Participate in training and other learning activities and performance development as required. Recognise own strengths and areas of expertise and use these to advise and support others.
Duties and responsibilities of the post may change over time as requirements and circumstances change. The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder.
Name of post holder:

Signed by post holder:

Dated:
