JOB DESCRIPTION

	Authority: West Berkshire Council


	Department/Division: Education



	Post Reference No:


	Location: The Castle School Post 16 unit 

(adjacent to Newbury College)


	Job Title: School administrative Officer

                  (SEN School)
	Grade/Salary Range: Band  C 
(salary range £16,863 - £17,972)
Pro rata to term time only 

(salary range £14,164 - £15,096)


	JOB PURPOSE

	To be responsible for the efficient administration of the Post 16 unit.

Responsible for the property’s planned maintenance, repair, security and H & S, 
(inc. unlocking/locking of premises).
Responsible for reception, telephone answering and Post 16 diary. 
Liaison with the school’s main office concerning resource ordering, staff management and supply.
Liaison with the Newbury College when required.

Undertake a support assistant’s role within classrooms when required by the P16 AHT.

To create and produce Resources for class groups when directed by the AHT.
To ensure the safety and welfare of all pupils in line with our safeguarding policy


	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE

	An administration and organisational role supporting the Post 16 unit and enabling the unit to function efficiently and for teachers to teach/monitor pupil progress 

Responsible to the Head of the Post 16 unit. 




	MAIN DUTIES AND RESPONSIBILITIES

	.

1. Responsibility for administration of the Post 16 unit inc. telephone answering, planning and liaison with community partners

2. Responsibility for administration and property relating to the efficient and effective running of the Post 16 unit. To include planned maintenance, Health & Safety, security and accident reporting
3. Data management inc. maintenance of SIMs records for personnel and pupils. Whole unit diary and supply cover in liaison with receptionist/cover supervisor at the main school.
4. Assistance in the preparation of teaching resources.
5. Minibus Bookings & Evolve
6. Any duties which reasonably fall within the purview of the post, which may be allocated by the 

Headteacher or AHT after consultation with the postholder.
7. To notify the designated lead for safeguarding of any concerns about pupils as they occur

8. To follow the school code of conduct at all times


	SCOPE OF JOB (Budgetary/Resource control, impact)

	Minor purchases responsibility for Resources with use of a school debit card. All Post 16 orders and monitoring in liaison with the Finance Officer – main school


PERSON SPECIFICATION

	Job Title Administrative Officer


	Department/Division Education


	Authority West Berkshire Council


	Post Reference No


	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications and Training
	Efficient and familiar with Microsoft WORD and EXCEL 

IT literate i.e. use of e-mail.

	Working knowledge of SIMS
Ability to use Powerpoint. 

Previous experience in a school or College environment.

	Competence Summary

(Knowledge, abilities, skills, experience)
	Able to work unsupervised, under pressure and to deadlines.

Ability to prioritise tasks when required and keep calm.

Previous office experience 
Good keyboard skills

Numeracy

Literacy


	Proven organisational skills

Premises, H&S and/or security-related experience.



	Work-related Personal Requirements
	Able to maintain confidentiality

Able to communicate confidently and effectively both orally and in writing.

Methodical and systematic approach.

Mature and flexible attitude.

Team player


	Able to relate to students  with SEN between 3-19 yrs.

	Other Work Requirements
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