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Key Responsibilities:
· Lead and support the effective running and function of the school admin team
· The implementation of HR and recruitment services from enquiry to post job offer, in line with safer recruitment practices.
· Manage the school’s DBS checking process and maintain the Single Central Register (SCR).
· [bookmark: _Hlk219140955]Record, monitor and support the staff absence process.
· Processing school census and DFE pupil assessment administration.
· Oversee the administration of pupil consultations and admissions process.
· Day to day financial operations including processing payments and claims; invoicing; ordering of goods and services; stock control and purchasing.
· Lead and manage the programme of school policy renewal and revision, in line with DFE and HCC requirements 
· Manage school communications including updating the school’s website and Facebook page with dates, events and vacancies.
· Oversee the booking of training, manage the school calendar, appointments, meetings 
· Assist with the preparation and organisation of whole school events, training days and functions.

	Essential Skills and Experience: 

	Have previous sustained, successful experience of working within a school office environment

	Excellent organisational, communication and interpersonal skills at all levels, including the ability to lead, motivate and manage a staff team.

	Possess excellent IT skills, including highly proficient use of Microsoft Office (including Word and Excel) and school-based information systems (Arbor)

	Be able to maintain oversight of the whole office function, supporting and managing workloads effectively to prioritise and meet deadlines as appropriate

	Have experience or an awareness of, recruitment processes, including safer recruitment, DBS checking and GDPR requirements

	Have experience of school finance operational processes

	Work with high levels of discretion, accuracy, efficiency and attention to detail including having excellent proof reading, written and numeracy skills

	Be confident, flexible and resourceful; being able to multi-task under pressure, dealing with all matters confidentially

	Ability to think and plan ahead, working in a logical, strategic and proactive way

	Ability to work autonomously, prioritise, set and meet deadlines.

	Be able to maintain the oversight of the whole school calendar of events, meetings and appointments throughout the year 

	Be integral to the organisation of whole school events such as training days, full Governor meetings and parents’ evenings.

	Ability to develop effective relationships with parents and other agencies

	A team player willing to go the ‘extra mile’ for the benefit of the children and staff

	Commitment to keeping up to date with training and professional development
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	Desirable Skills and Experience:

	Experience of updating and maintaining the school’s Single Central Register (SCR)

	Experience of school census and pupil assessment administration

	Experience of updating websites and social media

	Experience of supporting hospitality for training, functions and events

	Experience of working with children with a wide range of Special Educational needs

	Experience of Safeguarding Children procedures
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