
Job Description

Job title:            Administrator

Reports to:        Head of School

Location:            Stationers’ Crown Woods Academy

Job purpose

To provide administrative assistance to a high standard within the Academy.

Key Responsibilities

● Working alongside the ALT (General).

● Managing the administrative process of exclusions which includes contact with parents, following

Local Authority protocols and maintaining exclusion records including on the Academy management

information system.

● Managing the administrative process of Pastoral Support Programmes, following Local Authority

and Academy protocols.

● Maintaining Academy behaviour records as required to include LOPT, truancy and daily behaviour

records.

● Organise students for Tour Guide (Open mornings/evenings/interviews/parents’ evenings etc.)

● Managing the administrative process for Parents Evenings and Academy events.

● Managing the administrative process for Celebration of Achievements and Rewards.

● Supporting student enquiries from uniform issues through to behaviour issues.

● Maintaining records of all parental correspondence using the Academy management information

system.

● Provide the first point of contact for small school (Parents/Carers, Students and Staff).

● Undertake all Small School administration as required.

● Provide highly effective administrative support to Small School Managers, Deputy Head of School

and Head of School.

● Attend meetings and take minutes as required.

Requirements:

● To attend meetings as appropriate.

● To attend relevant CPD

● To maintain highly effective communication and good relationships with all stakeholders.

● To adhere to the Academy’s policies and established procedures.

● To participate in agreed staff meetings and INSET.

Confidentiality:

● Required to observe strict confidentiality in relation to all matters.

● A commitment to, and up-to-date knowledge of relevant legislation and guidance in relation to the

protection and safeguarding of children and young people.
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Notes:

This job description only contains the main accountabilities of the post and does not describe in detail all

the tasks required to carry them out. Owing to the collegiate nature of the Trust’s Academies it is

recognised that individual Heads of Small School may well wish to vary the nature and/or manner of

execution of some of the roles outlined above. In such circumstances, any variation to the roles and

responsibilities of the job holder will be agreed in writing between the Principal; the job holder; and the job

holder’s line manager. Such variations will only be allowed if they fall within the general scope of the roles

and responsibilities of the job and the skills and capabilities of the jobholder, and they will not be taken as

being grounds for a reappraisal of the job in respect of its position in the pay structure.

Safeguarding of students and Duty of care

All staff, regardless of role, level of seniority and location, have a responsibility to ensure the highest levels

of safeguarding and promoting the welfare of our pupils, and we expect all our staff and volunteers to share

this commitment.  We must collectively create an environment where children feel safe to learn, play, and

grow. Children should feel comfortable in their surroundings and know that they can approach any

responsible adult with any problems or concerns.

All staff must be able to identify any children who are at risk of harm, and know the characteristics of abuse

or neglect. If you suspect or confirm harm then it’s essential you know what actions to take.

Annual safeguarding training is offered to all staff at Leigh Academies Trust, and it is the staff member’s

responsibility to be aware of the most up to date guidance documented in the Keeping Children Safe in

Education document (Department of Education).

Notes

The job description allocates duties and responsibilities but does not direct the particular amount of time to

be spent on carrying them out and no part of it may be so construed.  This job description is not necessarily

a comprehensive definition of the post.  It will be reviewed at least once a year and may be subject to

modification or amendment at any time after consultation with the holder of the post.

The duties may be varied to meet the changing demands of the academy/business unit at the reasonable

discretion of the Principal/Director.  This job description does not form part of the contract of employment.

It describes the way the post-holder is expected and required to perform and complete the particular duties

as set out in the foregoing.
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