	JOB  DESCRIPTION: Administrator
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This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
POST
School Secretary/Administrative Assistant 

GRADE
(Scale 3)

RESPONSIBLE  TO
Headteacher

PURPOSE  OF  THE  JOB
To support the School in attaining its aims and objectives by providing
an effective secretarial, and administrative service within the establishment.  
MAIN  RESPONSIBILITIES

1. Provide timely and effective operation of secretarial and administrative support service to the Headteacher, Leadership Team and, where appropriate, teaching staff in accordance with good secretarial practice; including hospitality arrangements and management of the school and Headteacher’s diary.

2. Assist the School by maintaining good relationships with staff, parents, governors, contractors representatives and external agencies in order to promote the objectives of the School.

3. Management of reception - security of visitors ensuring that the visitors book is maintained.  Ensure reception facilities are attractive and welcoming.

4. Work as part of a team, alongside the Headteacher, to co-ordinate the allocation and programming of the work to ensure that the needs and priorities of the School are met.  

5. Ensure that pupil’s records of progress are completed to a satisfactory standard and deadlines are met.

6. Generate correspondence and reports of a routine nature.  Timely completion & return of forms and returns required by the Diocese, Local Authority, Department for Education.

7. Prepare recruitment material for all posts, arrange for advertisements to be placed, ensure the shortlisting and interviewing panel to receive copies of application forms and informing shortlisted candidates of interview.  Arrange hospitality for interviews.  Undertake administration of safer recruitment processes such as copies of essential documentation is on file, process DBS checks and liase with EPM to ensure that all pre-employment checks are undertaken.

8. Ensure that all staff records are kept up to date and secure.

9. Oversight and preparation of the production of school publications, in particular the curriculum booklets, prospectus and newsletters.  

10. Open, sort, log and distribute incoming email and mail.

11. Maintain stationery supplies and order new as required.

12. Liaise with outside agencies to arrange appointments

13. Liaise with Education Welfare Officer

14. Operation of School’s letting policy, taking bookings and invoicing for use.

15. Completion of fortnightly and monthly time sheets.  Assisting with any queries that may arise

16. Any other duty or reasonable request of the Headteacher, relevant to the post.

Telephone 01353 778351 Fax 01353 778351 E-mail office@sutton.cambs.sch.uk

