Complementary Education Service 
 
OFFICE ADMINISTRATOR – JOB DESCRIPTION 

POST: Office Administrator (full-time, term time only, 36 hours per week) 
REPORTING TO: Service Co-ordinator and Lead Teacher 
SALARY:  Grade   SCP


PURPOSE OF THE POST 

· To contribute to the smooth-running of the Service 
· To provide full administrative support to the Service Co-ordinator, lead teacher and teaching staff as required 
· To manage “front of house” area – greet all visitors and make them feel welcome, cover telephone calls 
· To liaise and maintain professional relationships with service users, schools, external transport providers 
· To project a professional image of the Service at all times 

JOB DESCRIPTION 

General office administration and front of house duties 

· Meet and greet all visitors to the Pinefield Centre 
· Answer and direct all incoming phone calls 
· Process and distribute incoming post and frank outgoing post 
· Carry out general admin duties e.g., proof reading and distributing letters, maintaining the general email account responding to queries / directing enquiries as required 
· Create mailing labels as required 
· Order stationary, first-aid equipment and sundries 
· Maintaining a clean, tidy and orderly admin office 
· Supporting the service by ensuring staff DBS checks are undertaken and up to date
· Providing staff with access to online DBS applications, checking documentation and maintaining up to date knowledge of processes.

Day to Day running of the Service

· Assist in the upkeep of daily student attendance records
· Collation of health advice from professionals relating to pupils’ health and mental health related needs
· Implementing health care plans in capacity of first aid responses
· Attending training with health professionals relating to pupils’ health and mental health related needs
· Cath recording her involvement of intervention within the reviewed plan
· Input to and maintain Service databases relating to assigned groups of pupils
· Maintain allocated student records (hard copy and electronic)
· Sending of letters confirming acknowledgement of pupil referrals
· Assisting in collation and distribution of student reports
· Assist with management of building including oversight of contractors and testing of fire alarm system
· Format and send termly newsletters 



Finance and Procurement

· Create invoices and orders
· Liaise with Finance Department and Service Co-ordinator regarding payments, ordering of resources and supplies 
· Assist in maintaining petty cash records of expenditure
· Order travel passes as required for students


PERSON SPECIFICATION 

Essential Skills, Experience and Knowledge: 

· NVQ L3 or above 
· Minimum of three years of administrative experience 
· Excellent working knowledge including MS Office (Word, Excel, Outlook) 
· Excellent interpersonal, oral and written communication skills 
· Ability to work independently 
· Ability to establish good working relations 
· A pleasant manner with visitors 
· Good organisation skills, ability to multi-task, prioritise effectively and work to tight deadlines 
· Understanding of equal opportunities 
· Experience of administrating DBS checks

Desirable Skills, Experience and Knowledge: 

· Specific experience of working in a school or other educational setting
· Understanding and awareness of Special Educational Needs
· Valid First Aid qualification 
· Minute writing skills 
· Experience of internet-based procurement systems
· Knowledge of Safer Recruitment as part of safeguarding procedures

The above serves as a guide and is not exhaustive; all professional staff are expected to undertake other duties and projects as may be reasonably required by the Service Co-ordinator in accordance with the grade of the post. 

Rights to work in the United Kingdom 

Applicants for this role must be eligible to work legally in the United Kingdom. The successful applicant will be asked to evidence of their right to work in the UK before being formally offered the role. If you do not have the right to work in the UK we will not be able to consider you for this role. If you are uncertain about your eligibility to work in the UK, you are encouraged to contact the UK Borders agency. http://www.ukba.homeoffice.gov.uk/visas-immigration/working/ 
- 

DBS checks 
This role meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974. All applicants who are offered employment will be subject to a criminal record check from the Disclosure & Barring Service (DBS) before the appointment is confirmed. This will include details of cautions, reprimands or final warnings as well as convictions



Completed by:  J Baden (Service Lead)                Last updated:  November 2022
