		



		
Job Description



JOB TITLE:				Academy Admin Lead

REPORTS TO:			Principal 

SUPERVISES:			Administrative Team

GRADE:				


JOB PURPOSE

Oversee the running of the academy admin function in an efficient and effective manner, including the supervision of the small administrative team.

Provide PA and administrative support to the Academy Principal and when requested the senior leadership team, ensuring accuracy and confidentiality at all times.  This will include, but not limited to minuting SLT meetings, managing appointments, academy correspondence and managing the school diary.  

To work under own initiative to ensure workload is prioritised and efficiently completed.


KEY ACCOUNTABILITIES

Actively promote and uphold the Trust’s Relational Culture Charter, demonstrating:
1. Valuing Difference
1. Effective Communication
1. High Challenge & High Support
1. Respect for All
1. Solution Focused

Maintain awareness of, and commitment to, the Trust’s Equality and Diversity policies and practices.

To adhere to the Trust’s Safeguarding and Child Protection policies, ensuring any safeguarding concerns are reported promptly and appropriately in line with Trust procedures.

To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.

To fully comply with the Health and Safety at Work Act 1974 etc. the academy’s Health and Safety Policy and support the accurate maintenance of statutory Health & Safety documentation.

To work with colleagues to achieve Trust objectives and targets.

To participate in Employee Development schemes and Performance Management and contribute to the identification of your own development needs.

Working in full collaboration with other academies in the Trust sharing good practice and resources as the need arises.

PRINCIPAL RESPONSIBILITIES/DUTIES
Administration

· Ensure the smooth running of the academy admin function during term time, providing efficient and effective administrative support, including the management, training and direction of the administrative team, ensuring adequate staffing levels are maintained.

· Provide administrative support to the senior leadership team, ensuring accuracy and confidentiality at all times.

· Provide PA support to the Principal, minuting meetings, managing appointments, academy correspondence, emails and the school diary.

· Attend SLT meetings, where required, and have an understanding of the academy day and any additional requirements that may arise.

· Provide analytical/statistical data to staff, families and outside agencies.

· Maintain and update all pupils’ records, including records for all new pupils; complete associated statistical returns ensuring that any changes/amendments to pupil numbers and associated funding/bandings is cascaded to the CFOO on a monthly basis.

· Maintain the Single Central Record for all Agency staff and Contractors who visit the Academy site.

· Report pupil and academy issues in line with the Trust/Academy’s policies for health and safety, child protection, behaviour management etc.

· To ensure the Academy website is kept up to date as necessary with the latest news/information as per delegated authority.

· Update staff contact details as necessary.

· Schedule new staff probation meetings, ensure deadlines are met in line with the Probation Policy.  Targets are to be set in liaison with the line manager.  Ensure the Probation log is accurate and up to date.

· Coordinate the authorisation of staff leave request forms and that outcomes are efficiently communicated with staff.  Leave requests must be recorded on SIMS and the school diary. 

· Provide a welcoming environment for all visitors to the academy ensuring excellent customer service and professionalism at all times.
Absence Management

· Support the management of staff absence to effectively manage, monitor and record staff absence effectively, ensuring return to work interviews are completed promptly, recorded and filed.  
	
CPD
· Provide administrative support to the Academy’s CPD Lead, including the accurate recording of staff CPD training and events in the academy’s electronic recording system.  

· Support the booking process for all CPD requests within the academy, including the booking of accommodation and travel.  Ensuring the CPD log is maintained with accurate information elating to expiry dates and the CPD log is monitored to ensure staff are proactively informed when their qualification is due to expire.

· Coordinate academy events including inset days for staff training, parent’s evenings, pupil transition days and other events throughout the academic year as directed by the Principal and SLT.


Financial
· To monitor and actively support the collection of debts from pupils and staff in relation to school meals and residentials, in line with the Debt Collection Policy.  As necessary, liaise with the Principal to agree next steps.  Providing a monthly report to the Trust Executive Admin Lead of all outstanding debt, action taken to date and next steps.

· To oversee the accurate recording of all income received at the academy and hold overall responsibility for ensuring that the Petty Cash is reconciled in line with the Trust’s Financial Procedures Manual.  Process purchase orders as required through the online financial system ensuring that all deliveries are accounted for and delivery information cascaded to the Finance Team.   

· To ensure weekly monitoring of supply agency usage is shared with the Finance Team in a timely manner.

Health and Safety
 
· Ensure that all staff carry out the necessary H&S training, and alert Trust Estates team 2 months prior to expiry.
 
· Monitor internal mandatory training, to ensure completion by all staff.
 
· Regular Briefings sent out by email which include H&S updates. 

· Bulletins sent out via iAM compliant with any urgent H&S update that requires a read receipt.  




ADDITIONAL RESPONSIBILITIES

Support the aims, values, vision, mission and ethos of the academy/trust and participate in a team approach to all aspects of academy life.  Attend meetings and training sessions as required.  Be involved in extra-curricular activities, e.g. open days, academy events.

[bookmark: _Hlk99110225]There will be a requirement to work collaboratively with other Academies in the Trust sharing expert practice and supporting on site at other locations when there is an operational need to do so as directed by the CFOO.

At the discretion of the Principal of the Academy / CFOO such other activities as may from time to time be agreed as consistent with the nature of the job role described above.

Solent Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS). 

This list is not exhaustive, and other duties may be required as part of the role.









Person Specification for Academy Admin Lead

	
	
Essential
	
Desirable 

	Evidence From

	
Knowledge and Skills and Experience


	
Experience of providing an excellent administrative service in a relevant setting

	
X
	
	Application and CPD record

	
Ability to apply numeric and thorough analytical
skills in order to produce accurate, timely and meaningful information 

	
X
	
	
Application and CPD record

	
High level of computer literacy and demonstrable ability to make use of the technology available including Microsoft Word and Excel

	
X
	
	
Application and CPD record

	
Experience of working as a PA and providing an excellent level of service to one or more managers

	

	X
	
Application
/interview

	
Previous experience in a line management capacity or supervising a staff team and/or office functions

	

	X
	
Application
/reference

	
GCSE (or equivalent) in Maths and English Grade C or above.

	
X
	
	
Application
/interview

	
Interpersonal and Communication Skills


	
Effective communication and presentation skills – both oral and written, plus high-level influencing skills

	
X
	
	
Application /interview

	
Able to deliver excellent customer service, both externally and internally 

	
X
	
	
Application /interview

	
Interpersonal skills – including internal and external contacts


	
X
	
	
Application /interview

	
Be able to work effectively as part of a team

	
X
	
	Application /interview

	
Able to demonstrate team leadership skills

	
X
	
	Application
/interview




	
Initiative and Independence


	
Organisation, time management and prioritisation skills

	
X
	
	Application /interview

	
Ability to meet deadlines and works well under pressure without compromising accuracy

	
X
	
	
Application /interview

	
Ability to work effectively in a confidential environment and maintain appropriate confidentialities

	
X
	
	
Application 
/interview


	
Ability to identify own and others training needs and how these may be met as part of a process of continuing learning and development

	
X
	
	
Application /interview

	
Ability to demonstrate independent working and deal with conflict should it arise.

	
X
	

	
Application
/interview

	
Ability to work effectively in a safeguarding environment

	

	
X
	Application
/interview





Signed Employee……………………………………………………….Date……………………….



Signed Manager…………………………………………………………Date………………………
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