	Role Title

	Administration – Level 5

	Grade
	6

	Job Reference
	

	Job Variation Reference
	

	School
	

	
	

	Main purpose of the role

	To be responsible, as a member of the school’s management team, for the planning, development, delivery and monitoring of support services within the school and for the management of staff, including commissioning and delegation of relevant activities.  



	Core responsibilities and tasks

	1. Plan, develop, organise and monitor the support service and all related systems, procedures and policies for the whole school.

2. Manage support staff and have overall responsibility for the recruitment, induction, appraisal, training, mentoring and effective deployment of all support staff within agreed budget levels. 

3. Design, implement and monitor administrative procedures and management information systems to ensure the provision of efficient and effective support services to the school.

4. Determine the need for and arrange provision, analysis and evaluation of data and detailed reports and information to the SMT, the Governing Body and outside agencies.

5. Commission appropriate payroll provider and be responsible for the effective operation within the school.

6. Ensure that effective Codes of Practice are adopted, disseminated to staff and procedures observed.

7. Provide specialist advice and guidance to SMT, Governing Body etc. on national and local guidelines, policy and statutes etc. 

8. Interpret matters of policy, procedure and statute to ensure the school’s compliance and initiate appropriate actions arising.

9. Manage the procurement process and be responsible for securing relevant sponsorship.

10. Identify the need, and be responsible for securing, appropriate licences and insurance.

11. Devise and implement marketing and promotion strategies for the school.

12. Ensure the effective management and use of facilities and premises and control associated income.

13. Develop work specifications for minor works and major building projects etc and manage service contracts.

14. Ensure the effective financial management of the school including compliance with financial regulations, effective operation of financial procedures, and the planning, monitoring and evaluation of the school budget. 

15. Ensure the effective management of Health & Safety within the school.

16. Design, introduce and ensure compliance with policies and procedures relating to child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.



	Indicative knowledge, skills and experience 

	· Significant experience working in a business environment at a management level



	Additional Information

	


