METROPOLITAN BOROUGH OF SEFTON

Virtual School



Job Title			Service Support Officer

Place of Work           	Magdalen House
Responsible to            	Deputy Virtual Headteacher (Cared For Children)

Grade                         	D (SCP 5 -6)

JOB PURPOSE

To work as a member of a team to provide a full administrative support service.

To ensure that the service is delivered in line with the statutory duties of the Virtual Headteacher 

MAIN DUTIES

1. To undertake the administrative processes and procedures necessary for the authority to meet its statutory duties in relation to cared for children and young people.
2. To maintain all relevant databases using Excel, Capita ONE, Welfare Call,  etc. and produce reports as directed, maintaining confidentiality at all times.
3. To act as the first point of contact for any queries to the Virtual School via e-mail or telephone and to provide information to schools, colleagues, and other agencies as appropriate.
4. To provide administrative support across the Virtual School service including: 
a. Arranging agendas for meetings/panels
b. Collecting, photocopying and circulating papers
c. Taking and circulating minutes
d. Actioning any outcomes from meetings/panels including chasing up additional information where required
e. Preparing and distributing letters and other forms of communication with parents/settings and other agencies
f. Maintaining records across the data bases and filing systems
g. Assisting with collating/coordinating requests for data

5. To assist practitioners with the preparation of presentations, training materials etc.

6. To attend practitioners’ meetings to take minutes and distribute them as requested.

7. To update records of practitioners’ professional development, including booking courses, transport/accommodation and arranging payment. 

8. To ensure that all records relating to sickness absence, flexi and annual leave for staff within the service are maintained in line with current Sefton policies and procedures.

9. To undertake general typing duties (reports, letters etc.)

10. To use the Agresso and I Want Finance systems to raise initial equipment/training orders, receive and check deliveries and deal with any queries relating to invoicing and deliveries.

11. [bookmark: _Hlk148083043] Process invoices on Agresso for the service, update spreadsheets and deal with queries about these processes.

12. To maintain all stock/stationery stores

13. To keep and maintain a well-organised and up-to-date electronic individual pupil filing system.

14. To maintain a well-organised, electronic record of documents produced on behalf of the service.

15. To ensure that children and young people’s PEPs and related documents are uploaded to case files in a timely manner.

16. To carry out other general office duties as necessary, including photocopying/scanning and dealing with incoming and outgoing mail and franking post (machine located at Magdalen House) to be sent out.

17. Update Service area contact/e-mails lists, send out group e-mails internal and external professionals, cancel visit/appointments for staff who are off on sickness leave.

18. To adjust and prioritise duties according to the shifting demands of the service in order to ensure a focus on service priorities.

Any other duties as may be commensurate with the grading of the post as may be required
Terms & Conditions

Working 36 hours per week.

Casual car user’s allowance.

The authority has approved a policy on equal opportunities in employment and copies are freely available to all employees.

All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

Prepared by:
	Name		M Palin	
	Designation   Virtual Headteacher
	Date		January 2024



Education Excellence: Virtual School

PERSON SPECIFICATION – SERVICE SUPPORT OFFICER

	
Personal Attributes Required

	Essential (E)
or
Desirable (D)

	QUALIFICATIONS & TRAINING
	

	
1. Accredited training in ICT

· Evidence of continued professional development

	
D

E


	
EXPERIENCE & KNOWLEDGE
	

	· Substantial experience in a similar environment

· Experience of working to tight deadlines
	E

E


	
SKILLS & PERSONAL ATTRIBUTES
	

	· Ability to use Word, Excel to a good standard

· Excellent organisational skills

· Good numerical skills

· Flexible approach to working with others within team

· Good customer care skills

· Good written and oral communication skills

	E

E

E

E 

E 

E 

	
OTHER
	

	· Ability to fulfil the travelling requirements of the post
	E


	· Knowledge/ experience of Children’s Social Care systems and practice
	D





