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	Job Title
Job Description and Personal Specification

	
	

	Job title:
	School Administrator

	Place of work:
	The Austen Academy

	Hours of work:
	37

	Salary/Grade:
	Catch22 Grade C

	Reports to:
	Head Teacher

	Level of screening:
	Enhanced

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.
The Coppice Spring Academy is a social, emotional and mental health school which offers full time education and therapeutic support to 80 children aged 10 to 16 years old. Pupils will be referred to the school by the local authority as part of their duties to arrange SEN provision. 
Catch22 MAT are proud to be part of the Catch22 Group.
	Where you fit in

	To provide administrative, organisational and financial support for the completion of effective support services to the school.   Provides point of contact for parents and visitors, ensuring information flows are effective.  Will undertake such duties, roles and responsibilities that are necessary to fulfil the aims of the school.

As the role and work of the School Administrator involves dealing with sensitive and confidential information regarding staff and pupils it is, essential to maintain the highest level of confidentiality in relation to all school matters.



	Main Duties & Accountabilities


Organisation 

Undertake general reception duties including responding to routine enquiries by telephone, post, e-mail and in person; keeping diary of appointments, greeting and signing in visitors, sorting and distributing post. 

Assist with pupil welfare by liaising with parents and staff, passing on messages e.g. absence and illness, arrangements for collecting pupils.

Assist with arrangements for visitors to the school, for example make appointments for parents, medical and pupil support professionals, photographer, Local Authority etc. 

Support for the School 


Maintain and ensure the school’s website is fully compliant and contains the latest school information.
Update the digital signage to ensure it is relevant and time specific.  
Design and edit the school’s weekly newsletter and distribute 

Provide general clerical support e.g. photocopying, filing, e-mailing, completing routine forms and responding to routine correspondence.

Produce lists, information and data as requested. 
Ensure SIMs pupil data is entered timely and accurately.   

Undertake typing and other IT based tasks including the production of letters, minutes of meetings e.g. staff meetings, reports, and spreadsheets as requested. 

Provide personal, administrative and organisational support to other staff.

Undertake administration of specific procedures, as requested by the Senior Leadership Team.
Administration of new arrivals, including liaising with the previous school’s administrative team to ensure timely transfer of ctf files.

Administration of staff CPD including maintaining the CPD file and spreadsheet. 

Administration of recruitment including the placing of adverts, producing application packs, arranging tours and interviews, sending letters and references.

Responsible for maintaining the Parentmail system.
Premises Maintenance including Health and Safety
Retrieving quotes for works and contracts.

Organising and maintaining equipment and servicing contracts. 

Maintaining the Single Central Record (alongside the DSL)

Financial

Work alongside the Senior Leadership Team to deal with any queries that arise.

Adding suppliers and raising purchase orders using the Focal point system.
General


Undertake any relevant training, including Team Teach.

The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.

	What does good look like for this role?


School administration is carried out quickly and efficiently. The team support each other and are proactive in problem solving.
All stakeholders have access to the information they need in a timely manner.
	Organisational Relationships


Reports to Administration manager. Attends Catch22 School Business Forum meetings.
Liaises with Catch22 central Finance, People Services and IT teams.

	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	GCSE grade C+ in English and Maths (or a recognised /equivalent qualification).
	Qualification in Office Administration
	

	KNOWLEDGE
	Proficient user of ICT equipment including databases, spreadsheets and other software products with specific knowledge of SIMS, Microsoft Word and Excel.
	
	

	EXPERIENCE


	Experience of working in an office environment

Experience of uploading / downloading data from external databases.
	SIMS experience 

	

	SKILLS & ABILITIES
	Able to work on own initiative
Skilled in data analysis and presentation

Ability to deal effectively and politely with members of the public
Effective communicator
Demonstrate an eye for detail and self-reliance
	
	

	OTHER
	Share Catch22 values

Awareness of and commitment to Equality & Diversity
Willing to travel and work flexibly

Desire to develop and undertake training as required


	
	


