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	CITY of SHEFFIELD

JOB DESCRIPTION

	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	BENTS GREEN SCHOOL

	POST TITLE
	YEAR TEAM SUPPORT ADMINISTRATION OFFICER

	ROLE PROFILE
	BUSINESS SUPPORT

	JOB NUMBER
	SCH/NGPS/0316

	GRADE
	BS2.5 GRADE 4


	RESPONSIBLE TO
	BUISNESS SUPPORT OFFICER/OFFICE MANAGER

	RESPONSIBLE FOR
	N/A

	HOLIDAY AND SICKNESS COVER
	OTHER MEMBERS OF THE ADMINISTRATIVE TEAM

	PURPOSE OF JOB
	Working closely with parent/carers, class teachers and Leadership Team you will be responsible for developing and maintaining strong and robust administration and data systems.
Building relationships with parents and acting as a key contact in school, providing support and guidance as appropriate.



	RELEVANT QUALIFICATIONS
	· NVQ 3 IN BUSINESS AND ADMINISTRATION OR EQUIVALENT QUALIFICATION OR EXPERIENCE IN RELEVANT DISCIPLINE
· GOOD NUMERACY/LITERACY SKILLS
CUSTOMER SERVICE TRAINING/SKILLS EXPERIENCE


	JOB DESCRIPTION FOR POST OF:-  YEAR TEAM SUPPORT ADMINISTRATION OFFICER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
MAIN DUTIES AND RESPONSIBILITIES

	1 TASKS

	Organisation
· To be the point of contact for parent/carers of class groups dealing with the day to-day queries relating to these.
· To build and maintain relationships with parent/carers within the class groups therefore enhancing collaboration between school and home.
· To liaise between school, professionals and outside agencies.

· Undertake relief reception duties as and when necessary including face to face enquiries, signing in visitors and checking ID to ensure safeguarding protocols are met.

· Answer the external phone and deal with associated queries.
· Answer internal calls to assist members of staff with queries, obtaining phone numbers.
· To work as a part of a team of support staff in providing a high level of reception, clerical and administrative support to the school.

· To play a pro-active role at Parent/Open Evenings and school events in order to promote the image of the school including attendance at events, forging links with parents/carers and managing enquiries.
· To be familiar with the varied systems operating within school e.g. Microsoft Office, SIMS.net, SIMS Pay, MLE, email and the school website.
Administration
· To be responsible for the organisation and administration of the end of term reports, accreditation certificates and attendance certificates.
· To support the organisation and administration of the annual review process as required.

· To be responsible for taking minutes at weekly phase meetings, typing of notes and distribution to invited parties.
· To be responsible for the administration systems related to behaviour and exclusion processes.
· To be responsible for administering systems relating to student term-time holiday fines.
· To provide administrative support for extra-curricular activities including letters to parents, booking transport and entering information on SIMS Pay.
· To be responsible for the day to day management of manual and computerised record/information systems.

· To undertake word processing and other IT based tasks as required.
· To take a pro-active approach to communications with parents including composition and sending of text messages to Parent/Carers as and when required.
· To compose or edit letters to parents ensuring the procedures for this are followed and the information as required is uploaded on the school website.

· To co-ordinate, make arrangements and provide administrative support to assist in the transitions process for new students coming into school and students leaving school, ensuring all procedures are followed appropriately.
· To ensure dinner monies are kept in balance through the SIMS Pay system.

· Work with colleagues in the office to support the safe evacuation from school of students, staff and visitors in the event of a fire.

· Provide general clerical/admin support e.g. filing, faxing e.g. transport list, complete standard forms and respond to routine correspondence. 
· Assist in the preparation and administration processes for the new academic year administration including new class list/alphabetical list/telephone lists for the start of the new academic year. 
· Undertake any other administrative procedures in line with the grade.
Data 
· To be responsible for the maintenance and updating of student records on the school’s management information system (SIMS)

· To be responsible for producing a variety of whole school reports and statistics through the creation of data extracts and use of pre-defined report packages e.g. attendance data.
· To be responsible for ensuring attendance marks are completed for all students and deal with absence requests from parents.
· To ensure that all behaviour and exclusion data is accurately recorded and reports are generated and distributed as appropriate

· To support the continued development of the whole school databases
Resources
· To fully understand and utilise the SIMS operating systems 
· Operate relevant equipment/ICT packages (e.g. Microsoft Office, MLE, email and school website).
· Operate office equipment e.g. photocopier, fax machine, franking machine.

· Provide advice and guidance to staff, students and others as appropriate.


	2 RESPONSIBILITIES



	· 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 ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals as appropriate including the development and forging of links with other schools either directly or through the attendance at user groups/forums as necessary.
· Attend and participate in relevant meetings as required. 
· Participate in training and other learning activities and performance development as required.



Any other duties and responsibilities appropriate to the grade and role.
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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