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	This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.


	Post  Title
	Office Administrator
	Post No
	

	School
	Cranmore Infant School

	Salary Band/Range
	Band C

	Responsible to
	Business Manager


	DBS Check 
	Enhanced

	Special Conditions
	Term Time Only (39 weeks per annum)


	1.
	Job Purpose

	
	To provide a confidential secretarial, administrative and financial service to the Headteacher / Business Manager and Board of Governors.  

Day to day supervision of the school’s administration team, ensuring an efficient and effective service.

A professional, happy and caring environment from which to promote a positive school image.
Including the responsibility for the supervision of the administrative/financial/reprographic staff. 




	2.
	Key Responsibilities

	

	
	2.1
	Main Duties

	
	
	Financial 

· Undertake financial tasks as instructed by the Business Manager.
Secretarial/Administrative
· Provision of administrative and secretarial support to Head Teacher, Deputy Head, School Business Manager, Governors and other staff.

· Ensure the provision of the reception service to all enquirers, in person and on the telephone.

· Ensure the provision of the hospitality for visitors and meeting room preparation.

· Resolving problems as they arise.

· Maintaining and updating computer records using SIMS for a variety of school functions including pupil database and attendance records.
· Liaison with external agencies.

· Ensure the maintenance of administrative/financial records support for the business function of the school.

· Responsibility for ParentPay and on-going maintenance of the system including start and end of year procedures.

· Ensure the provision of the administrative support to the school meal service. 

· Undertake team briefings as necessary. 

· General administrative duties including processing of letters, booking meeting rooms, filing, distributing post and taking minutes of meetings.
· To continue to develop your own skills by attending training courses as deemed necessary. 
· Arrange school visits as instructed.

· Liaise with parents, pupils and outside agencies. 

· To be able to organise and prioritise own workload ensuring that all deadlines are met.
· Ensure that you comply with the terms and conditions of the Staff Code of Conduct. 

· To follow the instructions of the Business Manager and be able to work under own initiative.

· It is expected that you will provide administrative/financial and supervisory support that is commensurate to the role being undertaken.
· Assisting with the welfare of pupils within school

· Using email system to send, receive and forward messages and attachments

· Using fax and photocopier to send/produce school documentation

· Using Microsoft Word and Excel to produce school documentation such as newsletters to parents.

· Organisation of staff cover when sickness is reported.

· Cover for other secretarial staff and additional hours as required.

· Design and produce school pamphlets and documentation eg. Home/School Agreement

· Producing attendance information and liaising with the child and family on a monthly basis to complete attendance profiles for persistent absences.

· Recording registration attendance and absence marks each week and printing class registers/absence reports and official registers and carrying out first day calling.

· Typing and circulation of school policies

· Post outgoing mail at end of day.

· Taking on the role of Clerk to Governors (see additional job description below)
This is not intended to be a complete and exhaustive list of all duties and responsibilities attached to the post This job is subject to change as the role develops.



	
	2.2
	People

	
	
	Create a team culture within the administration team, liaising with the Business Manager and other team members on a regular basis.



	
	2.3
	Safeguarding

	
	
	School is committed to keeping children, young people and vulnerable adults safe.  The post holder is responsible for promoting and safeguarding the welfare of the children, young people and vulnerable adults for whom she/he is responsible or comes into contact with.  All staff must hold an enhanced DBS check.
The post holder will be expected to comply with the school’s policies for Child Protection/Safeguarding, Equal Opportunities, Race Equality, Data Protection and Health and Safety.

	
	2.4
	Financial

	
	
	Liaise with the Business Manager with regard to policies and financial practices in targeted areas of responsibility.

To comply with the Local Authorities Scheme for the Financing of Schools.

To comply with the recommendations made by Audit.

	
	2.5
	Buildings & Equipment

	
	
	

	
	2.6
	Health & Safety

	
	
	The post holder will be responsible for his/her own health and safety. All duties and responsibilities must be carried out in line with the specific requirements detailed in the school Health and Safety policies. 

	
	2.7
	Policies & Procedures

	
	
	The post holder will be accountable for ensuring that he/she is aware of relevant school  policies and that all duties and responsibilities are carried out in line with the appropriate policies and procedures.

	

	3.
	Other Conditions

	

	
	3.1
	Mobility

	
	
	Whilst this post is initially to a specific post, the post holder may be exceptionally required to transfer to any post appropriate to their grade at such a place as in the service of the school they may be required.

	
	3.2
	Equal Opportunities

	
	
	School is committed to Equal Opportunities and expects all staff and volunteers to recognise and value differences and to treat everyone with dignity and respect. 

	
	3.3
	Variations to Job Descriptions

	
	
	Due to changing customer demands, duties and responsibilities are likely to vary from time to time and the School therefore retains the right to amend job descriptions to reflect changing requirements. 

	
	3.4
	Training and Development

	
	
	The school is committed to the personal and organisational development of the individual. The post holder will be encouraged to identify job-related development needs.

	
	3.6
	Core Qualities & Leadership Framework

	
	
	The school expects all staff to demonstrate the behaviours in the Core Qualities Framework and where appropriate, those in the Leadership Framework, to an acceptable level. 


	Compiled/Reviewed by:
	

	Date:
	


This job description may be amended at any time following discussion between the Head Teacher/School Business Manager and member of staff and will be reviewed annually as part of Performance Management.
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	This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.


	Post  Title
	Clerk to Governors
	Post No
	

	School
	Cranmore Infant School

	Salary Band/Range
	Band C

	Responsible to
	Chair of Governors


	Location
	Cranmore Infant School

	DBS Check 
	Enhanced

	Special Conditions
	Term Time Only (38 weeks per annum)


	1.
	Job Purpose

	
	· The Clerk to the Governing Body will work effectively with the Chair of Governors, Head teacher and other Governors and will be responsible for advising the Governing Body on constitutional matters, duties and powers working within the broad current legislative framework.  He/she will secure the continuity of Governing Body business and observe confidentiality requirements.




	2.
	Key Responsibilities

	

	
	2.1
	Main Duties

	
	
	MEETINGS   

The Clerk to the Governing Body will:

· Work effectively with the Chair and Head teacher before the Governing Body meeting to prepare a purposeful agenda which takes account of DfCSF and LEA issues and is focused on school improvement

· Encourage the Head teacher and others to produce agenda papers on time

· Produce, collate and distribute the agenda and papers so that recipients receive them at least seven clear days and preferably ten days before the meeting

· Record the attendance of Governors at the meeting and take appropriate action re absences

· Advise the Governing Body on governance legislation and procedural matters where necessary before, during and after the meeting

· Take notes of the Governing Body meetings to prepare minutes, including indicating who is responsible for any agreed action

· Record all decisions accurately and objectively with timescales for actions

· Send drafts to the chair and head teacher for amendment/approval by the chair

· Copy and circulate the approved draft to all governors within the timescale agreed with the Governing Body

· Advise absent governors of the date of the next meeting

· Keep a minute book, or file of signed minutes, as an archive record

· Liaise with the Chair, prior to the next meeting to receive an update on progress of actions agreed previously by the Governing Body

· Following the approval of the minutes at the next meeting forward a copy to the LEA

· Chair that part of the meeting at which the chair is elected



	
	
	MEMBERSHIP

	
	2.2
	· Maintain a database of names, addresses and category of Governing Body members and their term of office

· Initiate a welcome pack/letter being sent to newly appointed Governors including details of terms of office

· Maintain copies of current terms of reference and membership of committee and working parties and nominated Governors e.g. Literacy

· Advise Governors and appointing bodies of expiry of the term of office before term expires so elections or appointments can be organised in a timely manner

· Inform the Governing Body of any changes to its membership

· Maintain governor meeting attendance records and advise the Governing Body of non-attendance of Governors

· Advise that a register of Governing Body pecuniary interests is maintained reviewed annually and lodged within the school

· Check with the LEA that Criminal Records Bureau disclosure has been successfully carried out on all new appointees and re-appointees



	
	
	ADVICE AND INFORMATION

	
	2.3
	· Advise the Governing Body on procedural issues

· Ensure that new Governors have a copy of the DfCSF Guide to the Law and other relevant information

· Take action on Governing Bod’s agreed policy to support new Governors, taking account of the Guidance for Head teachers and Chair of Governors on the National Training Programme for New Governors and induction materials/courses made available by LEAs and others

· Advise on the requisite contents of the school prospectus and annual report to parents

· Ensure that statutory policies are in place and that a file is kept in the school of policies and other school documents approved by the Governing Body

· Maintain records of Governing Body correspondence



	
	
	PROFESSIONAL DEVELOPMENT

	
	2.4
	· Successfully complete the National Training Programme for Clerks to Governing Bodies or its equivalent
· Attend termly briefings and participate in professional development opportunities
· Keep up-to-date with current educational developments and legislation affecting school governance
· Have access to appropriate legal advice, support and guidance


	
	
	OTHER DUTIES

	
	2.5
	· The clerk may be asked to perform as part of their duties any of the following

· Clerk some or all statutory and non-statutory Governing Body committees

· Assist with the elections of parent, teacher and staff governors

· Give advice and support to Governors taking on new roles such as chair or chair of a committee

· Participate in and contribute to the training of Governors in areas appropriate to the clerking role

· Maintain a file of relevant DfCSF and LEA documents

· Maintain archive materials

· Prepare briefing papers for the Governing Body as necessary

· Help to produce a Governing Body Year Planner which includes an annual calendar of meetings and the cycle of agenda items for meetings of the Governing Body and its committees



	
	
	SAFEGUARDING RESPONSIBILITIES

	
	2.6
	· The post holder is responsible for promoting and safeguarding the welfare of the children, young people and vulnerable adults she/he is responsible for or comes into contact with

· The post holder is responsible for maintaining confidentiality in line with school guidance and that of the Local Safeguarding Children Board

	

	3.
	Other Conditions

	

	
	3.1
	Mobility

	
	
	Whilst this post is initially to a specific post, the post holder may be exceptionally required to transfer to any post appropriate to their grade at such a place as in the service of the school they may be required.

	
	3.2
	Equal Opportunities

	
	
	School is committed to Equal Opportunities and expects all staff and volunteers to recognise and value differences and to treat everyone with dignity and respect. 

	
	3.3
	Variations to Job Descriptions

	
	
	Due to changing customer demands, duties and responsibilities are likely to vary from time to time and the School therefore retains the right to amend job descriptions to reflect changing requirements. 

	
	3.4
	Training and Development

	
	
	The school is committed to the personal and organisational development of the individual. The post holder will be encouraged to identify job-related development needs.

	
	3.6
	Core Qualities & Leadership Framework

	
	
	The school expects all staff to demonstrate the behaviours in the Core Qualities Framework and where appropriate, those in the Leadership Framework, to an acceptable level. 


	Signed:
	

	Date:
	


	Person Specification
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	This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.


	Post Title
	Office Administrator
	Post No
	

	School
	Cranmore Infant School

	Salary Band/Range
	Band C

	Responsible to:
	Business Manager


	
	Essential Criteria
	Desirable Criteria
	Measured By

	Education & Qualifications
	GCSE Maths & English or equivalent or NVQ3 in Business Administration or equivalent 
	People/Business Management Qualification
ICT Certificates
	Application Form and certificates 

 




	Skills & Abilities
	Ability to communicate clearly and confidently with people at all levels
	People management skills
	Application

Form and certificates 

	
	Able to work with minimum supervision, using own initiative
	
	

	
	Good interpersonal skills
	
	

	
	Ability to conduct arithmetic calculations
	
	

	
	Ability to record written and numerical information accurately and reliably
	
	

	
	Ability to work under pressure and prioritise workloads
	
	

	
	Ability to produce reports, financial information and word processing documents
	
	

	
	Ability to read and understand comprehensive documents and to relay this information correctly
	
	

	
	Ability to be organised
	
	

	
	Good telephone skills


	
	


	Experience &

Knowledge

	Demonstrable experience of  keyboard and word processing skills


	· Understanding of Local Government/

Schools
· Experience of SIMS and ParentPay systems
· Experience of reading and understanding Government Legislation


	

	
	An awareness of equal  opportunities issues
	
	

	
	Experience of attending meetings and taking minutes


	
	

	
	Experience of working in a customer focused office environment
	
	

	
	Experience of paying particular attention to detail


	
	

	
	Experience of Microsoft office/Access/Excel and Word/Publisher/SIMS & ParentPay

	
	

	
	Supervision and management of a small team


	
	


	Core Qualities
	Personal Effectiveness: makes things happen; operates with resilience, flexibility and integrity.
	
	Application form and Interview 

	
	Communication: shares and listens to information, opinions and ideas, using a range of effective approaches.
	
	

	
	Self-Awareness: learns continuously and effectively adapts behaviour in response to feedback.
	
	

	
	Service Delivery: understands customer needs and responds appropriately. 
	
	


	Other Requirements
	· Tactful and courteous

· Open, willing and flexible manner

· Customer focused attitude
· Discrete and able to maintain confidentiality

· Ability to attend training

· Willing to participate in school events (e.g. School Fairs etc.)
	
	Application form and interview


	Compiled/Reviewed by
	

	Date
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