Job Description – Administrator
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Job Title:


Administrator

Location:
The post is located within a designated service and the post holder is required to ensure their role delivery and activity meets the agreed expectations of the Administration Manager
Reports to:


Administration Manager

Job Purpose
To welcome visitors into the school and provide administrative and clerical functions for the school and its staff, ensuring that the services are provided in an efficient, effective and timely way and in compliance with the requirements of the group and the school senior leadership team.

​​​​
Key Contacts:

Internal

· Other staff within the Administration team

· Staff in other departments within the Service

· Staff in other Services in the Region

· Central Office Staff

External

· Service User relatives, advocates and others

· Placing Authorities and Service Providers

· Registration, Regulatory and Inspection bodies

· Local Services – Statutory, Voluntary and Community

· Neighbours

General
· Safeguard and promote the welfare of children and young people;
· To provide an effective, timely and confidential administration support to staff and managers as required;
· To ensure that relevant records and documents are kept up to date and are stored securely and confidentially at all times;
· To support other members of the Administration Team with work that requires extra members of staff to complete the tasks;
· Operate at all times in accordance with Company policies and procedures, with particular reference to Safeguarding, Child Protection, Complaints and Representations and Behaviour Policies;
· Participate in training and take responsibility for personal development;
· Participate in team meetings, supervisions and annual reviews in accordance with Company policy and the standards set by the Regulatory Body;
· Work to promote the Site as a valued, professional asset within its community and to promote a culture that individuals and staff conduct themselves at all times in a manner that reinforces this image;
· Ensure that all actions taken are in the interests of the children and the Company;
· To work to and exhibit the values of the Company and maintain standards of behaviour in accordance with Company policies, procedures and practices;
· To carry out any other reasonable and relevant duties as required.
Reception
· To handle incoming calls to the service, taking detailed and accurate messages and relaying them promptly to the appropriate person;
· To welcome visitors in a professional and courteous manner and promptly ensure that the appropriate person is informed of their arrival, arranging refreshments as required;
· To ensure that identification is seen and verified for all visitors to the site;
· To maintain meeting room diaries and ensure that any facilities required for meetings are provided e.g. refreshments, flip chart, projector, screen;
· To ensure that all post deliveries are forwarded to appropriate staff and that outgoing post is accurately weighed and stamped in readiness for posting at the end of the day;
· To maintain the reception / office area so that it presents a tidy professional image of the service;
· To manage and maintain the electronic door fob system.
Education
· To set up confidential files for new children ensuring that Data Protection is adhered to; 
· To ensure that all files are maintained timely, accurately and to a high standard;
· To ensure that children’s files are correctly archived when they are discharged;
· To maintain the Reviews database ensuring that it is accurate and up to date at all times;
· To produce accurate documents for attendees of reviews including correspondence, booklets and other documents;
· To maintain the room booking diaries ensuring responses/confirmation of the booking;
· To accurately maintain the diary and bookings for reviews and to ensure that all invitations are sent electronically and in a timely manner.
Personnel
Handle scheduling, logistics of events and meeting including issuing agendas, minute-taking, record-keeping and reporting:

· Support Line Managers schedule ER meetings, minute-taking & type up minutes;
· Support site wide payroll returns (timesheets) where appropriate;
· Maintain Staff personnel files according to guidelines;
Work with internal and external stakeholders to ensure that all paperwork and audit trails for the school comply with relevant laws and regulations:

· DBS Renewal support;
· Forward reference requests to HR Operations for completion;
· Driver Declaration.
Ensure the management information systems are updated and used efficiently including collation of data, data entry, the ability to extract information quickly and run reports
· Cascade data entry, access to policies and look up;
· Print portal order renewal ID Badges;
· DBS - GBG online process for renewals support;
Financial
· Coordinate and assist with purchase invoicing by raising Purchase Orders and sending invoices to the Central Office finance department for payment;

· Maintenance of petty cash and associated reconciliation ensuring that weekly and monthly returns are accurate and balance, and administered in line with company policy;
· Take responsibility for company credit cards and complete monthly returns as required;
· Purchase items, ensuring cost efficiency, in line with budgets and Company policies and procedures.
Other

· To perform other duties assigned by your supervisor / manager as required. 
Managing own Performance and Development
The post holder will support the site by:
· Being aware of and complying with policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, and reporting all concerns to an appropriate designated person;
· Contributing to the overall ethos/work/aims of the site;
· Appreciating and supporting the role of other professionals;
· Attending relevant meetings as required;
· Participating in training and performance management as required;
· Achieve challenging professional goals;
· Take responsibility for your own professional development.

Health and Well-Being
The post holder will:
· Be aware of the current legal requirements, national policies and guidance on the safeguarding and promotion of the well-being of children and young people;
· Know how to identify potential abuse or neglect and follow safeguarding procedures; 
· Know how to identify and support children and young adults whose progress, development or well-being is affected by changes or difficulties in their personal circumstances, and when to refer them to colleagues for specialist support. 

Team Working and Collaboration
The post holder will:
Work as a team member and identify opportunities for working with colleagues and sharing the development of effective practice with them
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 Principal/Headteacher. You will be working as part of a friendly, administrative team and may be asked to provide extra support within the office during busy periods, working together in a mutually supportive way towards shared priorities.
I have read through the job description and agree to perform the duties as outlined above

Job Holder’s signature 

Name: _______________________________

Signed: ______________________________                      Date: ________________

Signed on behalf of the OFG Group

Name:   _____________________________                       Title: 

                                                            

Signed: _____________________________                        Date: ________________

PERSON SPECIFICATION
	
	Essential
	Desirable

	Experience
	
	

	· Relevant experience within an administration role


	
	

	· Experience of working with young people/young adults with autistic spectrum disorders and/or challenging behaviour


	
	

	· Experience of working within an education/residential setting
	
	

	
	
	

	Skills, Knowledge and Aptitudes
	
	

	
	
	

	· Good knowledge of administration practices and applications
	
	

	· Good knowledge of specialist area
	
	

	· Ability to work independently and as part of a team
	
	

	· Effective communication skills, verbal and written
	
	

	· Good IT skills
	
	

	· Good organisational and time management skills
	
	

	· Ability to draft correspondence including letters and memos for internal and external recipients
	
	

	· Ability to deal with complex and highly sensitive information
	
	


	· Ability to take notes in meetings
	
	

	· Ability to show empathy particularly to those with special needs


	
	

	· Ability to work under pressure and meet tight deadlines


	
	

	· Ability to establish good working relations at all levels of the Institution – with students, teachers, senior management, Board of Trustees, Inner Circle membership group etc. 


	
	

	Qualifications and Training
	
	

	· Willingness to work towards other relevant qualifications as required
	
	

	· Undertake relevant group induction training on commencement
	
	

	
	
	

	Other
	
	

	· Commitment to the mission, vision and values of the organisation
	
	

	· Commitment to Safeguarding
	
	

	· Driving licence
	
	
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