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James Rennie School
Job Description
Post Title:
Administrative Assistant
Responsible To:
Northern Hub Business Manager
Grade:

Job Family - Business Support

Level   BS7 Grade 7 point 12-14
Hours of post:
Full time post (37 hours per week). This is a term time only post. 
Main Purpose:      
Under the guidance of senior staff: be responsible for undertaking administrative, safeguarding, ICT and organisational processes within the school.  
Principal Accountabilities
Organisation
· To undertake reception duties, answering general telephone calls and face to face enquiries. This will involve dealing with complex reception/visitor matters.
· To assist the Northern Hub Business Manager to maintain the single central record.
· To administer all recruitment processes within school including all appropriate safeguarding checks.  

· To support in recruitment interview processes.
· To maintain the site’s asset register.

· To assist the Northern Hub Business Manager to maintain the buildings and maintenance contracts including proactive and reactive maintenance in school.  To produce termly reports for maintenance considerations as part of the maintenance team.

· To maintain the schools contract and SLA files in conjunction with the Senior Finance Assistant in terms of timely renewal, possible review and value for money.

· To be the legionella point of contact and support all safety checks and remedial work in conjunction with the site manager.

· To liaise with the school ICT support provider to log, report and manage all aspects of ICT repair and maintenance throughout school.

Administration

· Manage manual and computerised record/information systems. 
· Maintain confidential files for pupils, staff and volunteers.
· Undertake typing and word-processing and complex ICT based tasks. 
· Undertake administration of complex procedures.  This includes the preparation of the electronic monthly timesheets, the administration of the 16-19 Bursary Fund for Post 16 pupils and reporting of attendance data.
· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfE. Preparing and providing information as required by the School Business Manager and Head of School.
· Provide administrative support in the recruitment process of staff. This will include; preparing the recruitment packs, requesting references, letters to applicants, arranging rooms for interview and preparing timetables for interviews.

· Provide secretarial support to the School Council

· To prepare and distribute termly newsletters for parents and producing  other letters/communications for parents, pupils and external agencies 

· To use ParentMail and other online communication systems
· Organise the arrangements for school photographs on site.
Resources

· To operate relevant equipment/complex ICT packages

· To monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required.  
· Provide advice and guidance to staff, pupils and others

· Undertake research and obtain information to inform decisions

· Assist with marketing and promotion of the school
· Undertake complex administration procedures
· Update information on school website.

General

· Support pupils in developing their learning as determined in their Individual Education Plan, eg. pupils will be asked to come to the office independently to complete tasks. 

· 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 school.
· Establish constructive relationships and communicate with other agencies/professionals.
· Attend and participate in regular meetings, such as School Council, and adhoc meetings.
· 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.
James Rennie School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Therefore, an enhanced DBS check including the barred list will be required for the successful candidate and other procedures and checks will be followed as laid out in our Safeguarding Policy

