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	Post title

	Admin Officer

	Job Evaluation

	Yes/No

	Grade

	5

	Service

	Schools

	Service area

	Oxhill Nursery School

	Reporting to

	Head Teacher/School Operation Manager

	Location

	Your normal place of work will be Oxhill Nursery School, Oxhill, Stanley, Co Durham DH9 7LR

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure. 



Description Of Role 
Under the direction of the Head Teacher and in accordance with the practices and procedures of the school, assist with the management of the school’s administrative, financial, technical and clerical support services to a high standard, ensuring that these functions support the management and teachers of the school in an efficient and effective manner.  Assist with the development, planning and management of school support services and complex procedures.  Uphold the school’s agreed ethos and principles in all communication with pupils, parents, Governors and external agencies.
Duties and Responsibilities

Organisational Relationships: 

2.1	Responsible to the Head Teacher or other members of the school’s leadership team.
2.2	Responsible to other non-teaching staff where applicable.

Financial:
· To assist in the preparation, controlling and monitoring of financial budgets and financial reports. 
· To maintain accurate, auditable records to monitor activity of Private Account Funds via Excel Spreadsheet and to notify fund holders.
· Responsible for undertaking regular reconciliation and balancing of the Private Account with bank statements.
· Responsible for the counting, receipt (excluding School Meals) and banking of all E6 monies in accordance with the Authorities processes and procedures.
· To be responsible for the collection of trip monies and liaison with parents.
· To collect, record and issue receipts for School Fund monies as required, including, trips etc
· Manage the petty cash account and allocate petty cash monies (In cash or bank transfer) as authorized by the Head Teacher in accordance with the Authority’s procedures.
· Responsible for ensuring that all monies collected are banked in accordance with the Authority’s procedures and processes.
· Ensure the correct allocation to cost centre of all expenditure and income 
· To assist with the school’s financial and operational information systems.
· To ensure that the necessary administrative arrangements are carried out with regard to the processing of invoices, lettings, free meals, purchasing/ordering, and other financial and related procedures.

Personnel Management:
· Liaise between school leadership team, teaching staff and support staff.
· Ensuring that the personnel database is up to date at all times.
· To maintain staff absence records and arrange supply cover for absent staff.
· To support School Operations Manager with personnel records.
· As part of the admin team, assist with the maintenance of the school diary.
· To manage the school email account, ensuring appropriate actions taken, dealing with emails, replying to or forwarding them accordingly, in a professional manner, ensuring that urgent matters are drawn to the Head Teacher’s attention.
· To attend any training courses relevant to the post, ensuring continuing, personal and professional development.
· Role requires working with a team.
· Ability to present oneself as a role model to pupils in speech, dress, behavior and attitude.

Customer Service:
· To ensure that hospitality is provided as and when required.
· To handle issues, on the Head Teacher’s behalf, often dealing with items of a sensitive or confidential nature.
· To welcome prospective parents and visitors 
· To assist with supervision care and welfare of pupils as required.
· Maintain accident records as required.
· To undergo First Aid training and provide First Aid to staff and pupils as required.
· To accept and sign for deliveries as appropriate
· To ensure school security arrangements are always complied with, including the issue of visitor’s badges and signing of the visitor’s book.
· Updating and using school communication systems as necessary.

Facilities Management:
· Where applicable, under the direction of the Head Teacher/School Operations Manager to seek quotes and supervise contractual and related arrangements, including building works and maintenance, quality control of contractors’ work, supplies and the administrative arrangements pertaining to contract management.
· Responsible for ensuring that the best possible prices are secured from suppliers via a system of Tenders and Quotations and check on delivery.
· Responsible for ensuring the ordering of supplies and equipment for the school including issuing of invoices and ensuring settlement of accounts.
Administration and Organisation:
· To manage and implement the required checks in accordance with the school’s safeguarding procedures and maintain the school’s Single Central Record.
· To manage the school’s agreed admissions and induction procedures.
· To deal with Primary school transfer documentation.
· To liaise with other schools as required to transfer or receive pupil data.
· To contribute to the development and planning of effective and efficient support services within the school.
· To compile and return statistical information as required by Local Authority and other agencies.
· To manage school attendance 
· To manage, deal with, and undertake administrative, secretarial, word processing/typing, computing and information/data services, ensuring that these functions are organized efficiently to meet the needs of the school.  Where required to manage other non-teaching support services.
· To understand the implications of the Data Protection Act and other legislation to ensure confidentiality of records and information is maintained.
· To maintain effective high-quality communication with parents, Governors and external agencies through the agreed school processes.
· To support school operations manager to carry out risk assessments to ensure effective identification of potential workplace hazards and to take steps to ensure health and safety.
· Responsible for ensuring the preparation and maintenance of such reports, records and accounts as are required in conjunction with the school’s computerized accounting systems (SIMS and data management system)
· To undertake general duties of an administrative or organisation nature and any other duties that are within the scope of the post as determined by the Head Teacher or senior members of staff.
· To ensure all paperwork for school visits is completed, including the booking of transport, etc.
· Provide appropriate help throughout the day including break and lunchtime monitoring and pre/post school activities as necessary.
In addition, the post holder may be expected to undertake such other duties as may be allocated from time to time commensurate with the grading of the post.
The post holder has common duties and responsibilities in the areas of:-

Quality Assurance, Communication, Professional Practice, Health and Safety, General Management (where applicable), Financial Management (where applicable), Appraisal, Equality and Diversity, Confidentiality and Induction.

Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
image1.png
v
4 Everyone is special
I Treesw oy a‘&}




image2.png
Durham ®3
County Council gg St




