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St Egwin’s CE Middle School
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Job description: Administrative Officer
Salary: SC3 SCP5-6 - £22,472-£22,829 actual (pay award pending)
Contract type: Permanent
Reporting to: School Business Manager
Functional Link: SENDCO
37 hours per week – Term time only plus 5 days

Main purpose
To provide excellent administrative support to the School Business Manager and SENDCO.
Duties and responsibilities: 

Provide excellent administrative support to the School Business Manager. Examples of tasks include:
Processing of orders, invoices and credit notes, ensuring correct coding and authorisation. 
Weekly coding of procurement card spends.
Completing monthly budget reporting and reconciliation of bank accounts.
Collecting, reconciling and reporting on money received, including cash and electronic payments.
Supporting effective procurement and best value by researching suppliers and obtaining competitive quotes for goods and services.

Providing compliance administration support
Providing administrative support for site matters such as organising external contractors and visitors working on site.
Maintaining the asset inventory and statutory compliance portal. 

Carry out any other duties as directed by the SBM commensurate with the general level of responsibility of the post.

Provide effective and confidential comprehensive administrative support to the SENDCO. Examples of tasks include:
Administrative and clerical duties needed to support the SENDCo.
To co-ordinate and administer the processing of termly and annual review procedures.
To co-ordinate administration of pupil passports, EHCPs and distribute to all relevant parties.
To co-ordinate and undertake general administration including arrangements for the identification, assessment and provision for all SEND pupils. 
Attend and take notes at meetings, produce and circulate minutes as necessary.
Answering enquiries, typing, sending letters and reports to parents/outside agencies.
 Liaising with parents, the LA and other stakeholders as necessary, exercising discretion, confidentiality and professional judgement in all aspects. 
Ensuring all Annual Review paperwork is carried out and submitted on time. Attend and take minutes at Annual Reviews.
Update the SEND Register and other records.
Booking appointments.
Assist with timetabling of support.
Assisting with the ordering of all books and equipment needed for the department and ensuring they are used efficiently and safely.
Assist and help set up for Open Evenings, Tours and Transition days. 
Ensure records are maintained and kept up to date.
Carry out any other duties as directed by the SENDCo commensurate with the general level of responsibility of the post.

PERSON SPECIFICATION
	Key: Essential=E, Desirable=D
	Criteria

	EDUCATION/QUALIFICATIONS

	Good literacy skills: to hold a minimum of GCSE (4+) or equivalent in English
	E

	Training and/or qualification in administration or related activities to level 2 and working towards level 3
	D

	Evidence of recent professional development
	E

	KNOWLEDGE & EXPERIENCE

	Competent with IT, including MS Office
	E

	Experience of Management Information Systems – SIMS
	D

	Experience of working as part of a team and to strict deadlines
	E

	Experience of working in a school or similar environment
	D

	Knowledge of annual review process for ECHPs in line with the SEN Code of Practice and other relevant sections of the code. 
	D

	SKILLS & APTITUDE

	Excellent interpersonal and communication skills
	E

	Ability to present information in a logical, clear and concise format and to communicate this effectively to stakeholders, both verbally and in writing
	E

	Willingness and ability to learn new systems and skills
	E

	Ability to follow instructions
	E

	Initiative and ability to work with autonomy within set boundaries
	E

	Ability to identify priorities quickly and accurately to ensure that deadlines are met
	E

	Ability to work under pressure
	E

	Highly effective organisational and planning skills
	E

	Thoroughness and attention to detail
	E

	Reliability, confidentiality and integrity
	E

	PERSONAL

	Pleasant, professional and proficient
	E

	Confident and self-motivated in exercising appropriate initiative
	E

	A positive and flexible approach to work, with a ‘can do’ attitude
	E

	Enthusiasm and drive for working in a school
	E

	Willingness to undertake training, as required and to learn new skills
	E

	Excellent attendance and punctuality record
	E

	Be adaptable and supportive of colleagues
	E

	Ability to interact with pupils sensitively and flexibly
	E

	Genuine commitment to the values and vision of St Egwin’s CE Middle School
	E

	OTHER

	Compliance with St Egwin’s policies
	E

	Commitment to the safeguarding and welfare of all pupils
	E
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