[image: image1.jpg]"\ﬁ Lakelands




POST TITLE:


Academy Administrator

GRADE:
Grade 5 Point 6 -7 £25,183 -£25,584 per annum, pro rata (actual Salary: £17,485 - £17,763 per annum)
HOURS OF WORK:

Tuesday to Friday 8.30am -4,00pm  

FULL TIME/ PART TIME:
30 hours per week, term time only plus PD days
POST STATUS:

Permanent 

RESPONSIBLE TO:

Administration Team Leader
…………………………………………………………………………………………………………………

MAIN PURPOSE OF THE POST

As a member of the business management and administration team you will provide proficient clerical and administrative support to the academy.

KEY RELATIONSHIPS

The post holder will be accountable to the Board of Governors and responsible to the Administration Team Leader and required to work closely with members of the Business Management and Administration Team and have contact with teaching staff, students, parents and others.

PRINCIPAL DUTIES AND RESPONSIBILITIES

Faculty Administration

· You will need to be competent in the use of Microsoft Word to assist in the recording, storing and presentation of large amounts of data.

· You will need to feel confident in the use of other computerised systems (i.e. Bromcom, Inventry, Parentmail, FMS Accounting Database and Microsoft Excel & Word) and other associated packages to enable you to access student, timetable and other similar data.

· Communicating with Faculty Leaders and teaching staff you will be required to provide the necessary admin support to enable them to operate efficiently, to include:

· Assisting with monitoring budgets to include raising orders and passing invoices for payment and reporting budget status monthly.

· Monitoring levels of stationery, supplies and other department resources, re-ordering as necessary and unpacking and storing on arrival.

· Establish methods for recording data and thereafter, keeping data up to date, to include collecting, entering and reporting data as required.

· To assist teaching staff in keeping schemes of work up to date.

· Typing letters, sending emails, photocopying, printing, filing, updating displays and scheduling appointments.

· Assisting in organising school trips and completing the necessary paperwork for approval.

Reception

· To maintain a welcoming environment and appropriate hospitality for visitors

· Ensuring a prompt and professional response to incoming calls

· Greeting personal callers in a professional and personable manner, including organising badges, signing in and notifying staff internally and ensuring safeguarding measures are followed.

· To make external calls as requested in a professional appropriate manner

· Using the Bromcom database to locate students and teachers

· Dealing with queries from parents/carers 

· Opening, stamping and circulating incoming post and preparation and franking of outgoing post

· Maintain the Reception Diary

· Take and record any Coach Bookings

· To maintain a Room Booking system on Reception

· To ensure the First Aid room is adequately stocked

Specialist Area

· The role will also involve overseeing a specialist administrative area, and to provide advice and support to team members and others across the Academy.

Reprographics

· To assist staff and students in the reproduction of materials to include photocopying, laminating and stapling with the use of the equipment in Reprographics

· To monitor stock levels for the reprographic service, including paper and toner

· Organisation of the reprographics office ensuring work load is prioritised

· To report faults on the photocopier machines to the appropriate service provider and to order repairs as required

· To assist in recording departmental reprographic usage and take meter readings, as required

Resources

· Operate office equipment e.g. photocopier, computer, telephone exchange

· Arrange orderly and secure storage of supplies

· Undertake routine financial administration, such as taking payments for trips, stationary and events, using the Parentmail (Parentpay) system.
· Ordering and maintaining stock for the School Shop
Responsibilities
· Be aware of the Academy’s Safeguarding requirements and your responsibilities with regards to visitors attending the Academy site.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the academy

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development as required

Other

· To assist with exam invigilation’s and to provide lunchtime cover if required

· To raise whole school purchase orders onto the FMS accounting database, liaise with suppliers and to monitor the timely delivery of ordered items and arrange returns as necessary.

· To co-ordinate first aid across the school making sure designated staff are adequately trained and keeping first aid training records up to date. 
· To become the social media champion for the academy uploading news articles relevant to Lakelands students and parents and items of interest.

· Handling school trip administration in liaison with the trip leader and Educational School Visits Co-ordinator
· To undertake any other reasonable duty which might from time to time be requested by the Administration Team Lead, the Headteacher, the Business Manager & Senior leadership Team or any person delegated by them.

This academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

“This post is exempt from the Rehabilitation of Offenders Act 1974 and as such all applicants who are appointed to this post will be subject to an Enhanced Disclosure from the Disclosure and Barring Service before the appointment is confirmed.  This check will include details of cautions, reprimands or warnings as well as convictions and non-conviction information.  Once provisionally appointed, the successful applicant may also be required to apply an Enhanced Disclosure at predetermined intervals during the course of their employment whilst in this post.”

Note:
Lakelands Academy is designated a no smoking workplace, there is an expectation that staff maintain a professional dress code and that ID badges will be worn and will be on show.
	
	Attributes
	Essential
	Desirable

	Qualifications
	5 GCSE’s or equivalent including Maths and English
	(
	

	
	Evidence of further training work related or other
	(
	

	
	A recognised administration and/or accounting qualification, minimum NVQ2 or qualification by experience (minimum of 3 years).


	
	(

	Work/other related experience
	Can show relevant experience to support post
	(
	

	
	Can demonstrate the ability to operate office equipment e.g.  Photocopier, Computer, Telephone Exchange
	(
	

	
	Can demonstrate experience of using computers and the ability to use a range of software with confidence
	(
	

	
	Can demonstrate a calm, polite and considerate attitude whilst working under pressure
	(
	

	Skills and Abilities 
	Good ICT skills and the ability to use a variety of software, including but not limited to Bromcom, Inventry, Parentmail and FMS Accounting Database
	(
	

	
	Can create spreadsheets, and experienced in using formulas and manipulating data
	
	(

	
	Can demonstrate an understanding of working with students with a diverse range of needs
	(
	

	
	Able to write letters and send emails with little support
	(
	

	
	Good organisational skills and an ability to prioritise work to meet deadlines.
	(
	

	
	Ability to work on own initiative
	(
	

	
	Has experience of working within policy and procedure and an appreciation of its importance
	(
	

	
	Determination and willingness to undertake further training to improve / enhance skills
	(
	

	
	Ability to maintain stock levels of stationary, supplies and departmental resources and reordering as necessary while being mindful of departmental Budgets.
	(
	

	
	First Aid trained or willing to undertake a First Aid training course to
become a key First Aider and co-ordinate first aid across the academy.
	(
	

	
	Appreciation and knowledge of schools / education environment
	
	(

	Personal Qualities
	Calm, flexible, dependable and reliable
	(
	

	
	Able to think and communicate clearly under pressure.
	(
	

	
	Prompt and professional response to all enquiries
	(
	

	
	Good sense of humour
	(
	

	
	The ability to work with people at different levels
	(
	

	
	Shows commitment to work and a strong work ethic
	(
	

	
	Organised, enthusiastic and self-motivated
	(
	

	
	Understands the importance of security, honesty and confidentiality
	(
	



In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including;

· Motivation to work with children and young people;

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people;

· Emotional resilience in working with challenging behaviours; and

· Attitudes to use of authority and maintaining discipline
PERSON SPECIFICATION














