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	Job Title
Job Description and Personal Specification

	
	

	Job title:
	School Administration Manager

	Place of work:
	On-site at the school

	Hours of work:
	

	Salary/Grade:
	Grade D

	Reports to:
	Headteacher

	Level of screening:
	

	

	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.

	Where you fit in

	An experienced and enthusiastic School Administration Manager able to communicate at all levels of seniority and relate to a diverse range of people/ situations. In addition, you must be able to work as a member of a team, sharing good practice with colleagues. You will oversee the delivery of efficient and effective administrative systems and procedures. You will be expected to undertake the duties of the Examinations Officer and provide personal assistance/support to the Headteacher. You will be expected to manage and control stock i.e. stationery, complaints, cash, payments and system security. 

Competent in carrying out the management of staff in line with Catch22 Management of staff procedures:

· PA to Headteacher and extended Leadership Team

· Examination Officer and Administration
· School Support and Data System (SIMS)
· Administration Staff and Office management


	Main Duties & Accountabilities


PA to Headteacher and extended Leadership Team

· To provide a comprehensive and fully confidential secretarial service to the Headteacher, dealing with all matters with discretion and diplomacy 

· To provide a comprehensive and fully confidential administration service to the extended Leadership Team
· Close liaison with the school’s extended Leadership Team including attendance at extended Leadership Team meetings.

· Hold the school’s calendar and meet regularly with the Headteacher to review and plan for upcoming events.
Examination Administration

· Liaise with teachers to produce predicted grades for all pupils and to disseminate such information to pupils and parents, maintaining accuracy and confidentiality 

· Brief pupils on conduct during exams ensuring rules and regulations are adhered to, keeping offences/breaches to a minimum 

· Provide briefing papers to staff on invigilation, to maintain a high level of professional awareness during invigilation

· Produce reports and documentation as required

· Competent in carrying out the management of staff in line with Catch22 Management procedures 

· Confident in dealing with telephone enquiries. Knowledge of and ability to develop skills in use of Schools Information Management System (SIMS) primary modules 
School Support and Data System

· Support schools data management systems (SIMS)

· With the support of SIMS, promote the delivery of efficient and effective administrative systems and procedures, providing and deploying team management and resources to meet school requirements

· Competent user of IT systems (GAIA)
· Ensure that Advocates and relevant staff are aware of pupil absences and have access to SIMS reports for attendance
· Ensure that the extended Leadership Team are aware in good time of any staff absence and arrange cover for the absence
· Monitor and support parent/carer payment for school lunches and associated school costs (i.e. trips) and liaise with the Headteacher in case of non-payment.
Office management
· The ability to work to and achieve high standards.

· Administration Staff management

· Ensure that the school office is manned and open to visitors from 8.00am until 4.00pm, Monday to Friday

· Arrange catering for meetings/visitors

· Implementation of a performance management system for support staff 

· Good communication skills

· Excellent administrative and planning skills

· Familiar with terms and conditions of employment 
· Familiar with the Schools equipment, telephone and computer systems 
· Aware of education organisation staffing structures and immediate contacts 
· Knowledge of School’s and Catch22 policies and procedures 
· Good working knowledge of Catch22 corporate financial management systems and internal control procedures 
· Familiar and understanding of financial accounting processes operated by the school 
· Knowledge of Health & Safety / security regulations and procedure
· Stock control i.e. stationery (monitoring levels of stock and maintaining supplies by deciding when to place orders

· Act as point of contact for general parent, pupil, agencies and visitor enquiries, responding with standard procedures or referring the enquiry to an appropriate destination

· To provide general administrative support within the school e.g. photocopying, secretarial assistance etc.

· Liaise with relevant team members within the Fen Rivers Academy and Catch22 to ensure that communal spaces and offices are safe and pleasant working environments for staff

· Act as a fully qualified fire warden and undertake weekly checks of fire escapes and alarms and liaise with the Headteacher and Site Manager to ensure that regular fire drills take place.

	What does good look like for this role?


	Organisational Relationships

	


	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

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


	Examinations experience
SIMS experience 

Experience of uploading / downloading data from external databases.
	Experience of managing a small school office

	

	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

	
	


