Directorate: Education Excellence
Service: Schools Educational Services 
Location: Sefton Professional Development Centre
Section: School Improvement Team
Post: Administrative Officer
Grade: Grade E
Responsible to: Service Manager, Schools Educational Services

JOB PURPOSE:
To work with minimum supervision to provide a range of high quality administrative services that require a thorough understanding of relevant systems, processes and statutory duties of the School Improvement Team. 
MAIN DUTIES:
1. Attend the Curriculum Professional Development Group (CPD) meetings. Complete all administration including sending agenda, taking the minutes and circulating them, answering queries and follow up action points.
2. Maintain the CPD spreadsheets and filing systems, prepare summary evaluations to ensure accurate, up to date information is accessible to those that require it. 
3. Perform a lead role in the management of the financial charges incurred through the CPD group, including processing of income and expenditure, via Agresso and Journal transfer, reconciling and reporting on over/under spends to the Chair person. 
4. Manage the organisation of training on behalf of the School Improvement Team and CPD group. Monitor bookings and attendance and maintain records that are easily accessible for those who require them e.g. trainers, schools. 
5. Have detailed knowledge of the Sefton Education UK website and software programme to be able to: upload and advertise training and associated details offered through the School Improvement Team; upload resources for schools; offer services to schools such as Service Level Agreements; answer queries, direct schools and provide support for them to access the appropriate place on the website. 
6. Receive and respond to Ofsted notifications, alerting relevant personnel and providing an overview of training and support provided to the school by the local authority to Ofsted inspectors and Her Majesty’s Inspectors (HMI).
7. Be a point of contact at Sefton’s Professional Development Centre for all course enquiries and bookings. Complete records and documentation arising from the process. To undertake reception duties and respond to personal enquiries in the absence of PDC staff.
8. Provide a range of high quality administrative support for the School Improvement Team including the preparation of non-standard documentation, which will involve employing a range of language / terminology over and above that found in everyday usage and may require the use of advanced word processing skills and the integration of a range of software applications, as required by the School Improvement Team.
9. Deal with telephone and email enquiries, photocopying and post.
10. Maintain both manual and computer filing systems as required by the School Improvement Team so that all records and reports can be retrieved efficiently.
11. Deal with enquiries from schools, parents, other agencies and LA staff on behalf of the School Improvement Team.
12. To assume duties of other admin team members in their absence.

GENERAL
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.

All staff are responsible for the implementation of the Health and 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 health and safety arrangements and systems to ensure that appropriate improvements are made when necessary.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture. 
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