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                                     OUR SCHOOL VISION

Living God’s Love through….
· Academic provision that recognises the need for excellence in teaching and learning.
· Holistic provision that encourages Christian hope; building spirit and soul through faith orientated pastoral care.
· Inspirational provision through a modern curriculum that celebrates diversity and provides new opportunities. 
’I pray that you……may have the power, together with all the saints, to grasp how wide and long and high and deep is the love of Christ’. (Ephesians 3:18)
--------------------------------------------------------------------------------

Office Administrator - The core purpose of the office administrator is to be an expression of the school’s foundational text via supporting the work of the Head Teacher and to ensure the smooth running of the administrative tasks within the office.

Pay Grade: 
H4 (Pro Rata & Term time only) 

Hours: 4 days per week 9:00-1.30p.m 
Three Core Areas of Responsibility:

Admissions:

· To co-ordinate at both policy level and administrative level the school’s admissions process. Through liaison with the local authority, the diocese and school governors to ensure that the school admissions policy is legally compliant.
· To ensure that parents have both accurate and timely information with regards to admissions.
· To be confident with the use of S.E.A.M
· To keep an up to date register of in year admissions and to respond to expressions of interest.
School Trips:

· To co-ordinate both school policy and the administrative processes of the organisation and safe delivery of school trips including local, day and residential trips.

· To assist class teachers and the school business manager with the costings of trips.

· To maintain an up to date register of all trips on the school’s Evolve system

· To maintain their own training so that they remain informed about latest government advice and to ensure staff receive appropriate training.

· To ensure that appropriate risk assessments are carried out and recorded prior to any trip.  
· To ensure that the school is up to date with its mini-bus permits, licenses and training.

Grant Applications:
· To maintain the school’s registration with ‘Grants4schools’

· To liaise with the head teacher and school business manager to create a strategic approach to grant application.
· To broaden their knowledge of the availability of local and nationwide grants, meeting/hosting with different representatives when necessary.

· To systematically apply for grants to assist in the sustainability of the school’s curriculum and its availability to all pupils.
· To attend training in how to write grants.

Safeguarding continual professional development:

· To liaise with the head teacher to create a strategic approach to ensuring that all staff receive appropriate health and safety and safeguarding training relevant to their role.  
· To maintain an overseeing record of such staff training

· To organise induction and refresher training in a timely manner 

Universal tasks:

In addition to the above, the Office Administrator will support the maintenance of a safe and caring environment by sharing in these additional areas of responsibility:
· Ensures that the office is kept tidy and that the resources remain accessible 

· Acts with due diligence to  the school’s Safeguarding Policies
· Provides First Aid when necessary 
· Provides front of house cover when needed

	Knowledge 

Good knowledge of ICT systems (e.g. Word, Power Point, Excel, SIMS, FMS) 

School Comms

NVQ level 2 (or equivalent)

Level 1 Safeguarding 
	Competencies 

Planning and Organising

Communication (written and verbal)

Detail Handling

Team working 

Problem solving 


This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the DBS as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Disclosure and barring Service is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

This role will be reviewed annually as part of the PMD process. The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.

