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	JOB DESCRIPTION


At South Somerset Partnership School Safeguarding Children and Young People is the responsibility of every adult.
	Job Number:
	N2016

	Service:
	PRU Schools

	Job Title:
	General Administrative Assistant

	Reports To:
	Office Manager 

	Main Purpose of Job: Briefly – what is the job there for and why is it being done?  Please attach an organisation chart to show clearly, the department structure and where the job fits with this.

	To support the school stakeholders and office manager with administrative duties.


	Main Responsibilities and Duties: What needs to be done? – Describe the main responsibilities and duties required of the job.  This should include responsibilities for the support or management of clients, employees, budgets, processes and equipment.
	% of Time

	1. Provide administrative assistance to the Office Manager/School Business Leader, and Headteacher, e.g. general typing, production of documents/letters/spreadsheets, dealing with email, telephone, photocopying, faxing, scanning and filing. 
2. To support a specified area of the school’s work, e.g. food shopping
3.  Act as a local point of contact for staff, parents and pupils by telephone, email and at reception as required.  Ensure enquiries are dealt with promptly and professionally, taking messages, ensuring appropriate visitor procedures are followed.

4. Take notes of meetings/minutes as required.
5. Ensure meetings and calendars are organised and up to date. 

6. Oversee the necessary support for the smooth running of meetings/training days, including booking of venues, refreshments when required.

7. To be a first point of call for lone working during working hours.
8. Compile reports for Area PRU Head, Local Management Group and Strategic Management Committee to local and external deadlines.

9. To compile reports for other specified staff, e.g. LA, attendance officer, SLT.
10. Prepare orders for stationery/goods / services, receive and check delivery notes and invoices.  
11. Assist in the management of the school SharePoint ensuring that information is up to date and available to all relevant staff.

12. Assist with administrative recruitment procedures for as required.
13. Undertake any other administrative duties as required by the Headteacher, School Business Leader and Office Manager.
	

	Facts and Figures: Give facts and figures that help to give a picture of the job.  This should include any statistics relevant to the job, for example the number of clients supported, type and value of equipment, resources or premises for which the job has responsibility, size of budgets controlled or which the job has some impact on and, if appropriate, numbers of staff managed.

	Support approx 10-15 staff and the wider stakeholders of the school (parents/pupils/governors etc)


	SUPPORTING PROCESSES

	Problem Solving and Creativity: Give examples of the problem solving and creativity involved in the job.  This should include resolving issues over interruptions to work deadlines, priorities and changing demands.  How often do these issues occur?

	Determine own priorities in order to achieve deadlines but will normally receive guidance to resolve a high incidence of conflicting priorities.

Need to be able to operate independently and accurately a range of readily understood rules and procedures.


	Decision Making: Give examples of the types of decisions which the job has responsibilities for making, including where appropriate those relating to resources, budgets and employees. Show where there is authority of freedom to act and where there is an impact via recommendations or advice.

	Work within described procedures, deal with day-to-day problems, exchanging information and often provide advice and guidance where suitable.
Recommend and implement agreed improvements to systems and procedures as identified in the course of work, which will lead to an overall improvement of the service.


	Physical Effort and Working Conditions: Give details and the frequency of any special effort needed, including the prolonged or frequent use of IT equipment and describe any particular working conditions, other than those encountered in a normal office environment, to which the job holder is subjected eg noise, outside working, unpleasant surroundings.

	Work is normally undertaken in an office environment.
There is significant use of IT systems (email, word processing, spreadsheets, data bases).
SSPS is a multi sighted school, the post is based in one Centre, however there may be some travel to different locations for training or meetings.

	Contacts and Relationships: Give details of the range and type of people within the Council or external organisations and including the recipients of services it is necessary to contact in order to carry out the responsibilities of the job.  What is the range and purpose of the contact eg providing information or advice, directing, monitoring, influencing, motivating.

	Contacts include all staff at all levels with the PRUs and County Council related to the duties undertaken.

Contacts occur with staff at all levels in the statutory services, outside agencies, clients, schools and parents.

Participates in meetings as required.


	Additional Information: Anything else which is relevant to the job which is not adequately covered elsewhere.

	None.


	Knowledge, Skills and Experience: (To be completed by the Line Manager) The minimum general education standard, qualifications, training and level of experience required by the job holder to be fully effective in the job.  Note that this information should relate to the requirements of the job and not what may be available from existing job holders.

	Will be highly computer literate, specifically word processing, spreadsheets, data bases and an understanding of the principles of good data management.  The regular use of the Outlook calendar is essential.

Excellent organisational and administrative skills.

Attention to detail and the ability to work to deadlines.

Flexibility and adaptability.

Sound written and oral communication.

Good telephone and office manner with the ability to deal with and calm difficult enquiries.

The ability to form good working relationships.

The ability to respond to set deadlines.

A sound working knowledge of office procedures.

Proven time management and organisational skills.

Proven ability to work with confidential matters.



	Agreed that the Job Description is a fair and accurate statement of the requirements of the job:

Job Holder:  ………………………………………………………….
Date: …………………

Line Manager: ………………………………………………………
Date: …………………

Designated Senior Manager: ……………………………………..
Date: …………………


March 2013
Amendments Nov 16

Feb 17

Feb 25
