	Role Title

	Administration – Level 3

	Grade
	4

	Job Reference
	

	Job Variation Reference
	

	School
	

	
	

	Main purpose of the role

	To plan, develop and implement administrative, financial and organisational processes within the school under the general direction or guidance of senior staff.



	Core responsibilities and tasks

	1. Handle complex reception and visitor enquiries.

2. Organise more complex arrangements for school trips and events etc.

3. Contribute to the planning, development and organisation of support service systems, procedures and policies.

4. Assist in the recruitment, supervision, training and development of other support staff.

5. Carry out research, analyse and evaluate data and information and produce reports, information and data as required.

6. Undertake typing and word-processing and complex IT based tasks including operation of relevant equipment and complex ICT packages.

7. Provide administrative and organisational support to the school and staff.

8. Undertake complex procedures including processing of complex forms, returns etc., including those to outside agencies e.g. DCSF, LA.

9. Administer the payroll and all personnel matters.

10. Monitor and control the school’s budget and financial procedures.

11. Monitor and manage stock within an agreed budget, assist with procurement, catalogue resources and undertake audits as required. 

12. Provide advice and guidance to staff, pupils and others.
13. Assist with marketing and promotion of the school.
14. Manage administration of facilities including use of school premises uniform, snack and other ‘shops’ within the school. 


	Knowledge, skills and experience 

	· Experience of development, management and operation of administrative systems. 



	Additional Information

	


