
Job Description

Job title:            Office Coordinator

Reports to:        Head of IT Programme

Location:            Leigh Academies Trust

Job summary

To provide an effective procurement and administration function within the IT Services
department.
To proactively support the development of a fast paced team through effective delivery
of administrative services to meet the needs of the IT Services department.

Job role

● Responsible for maintaining elements of the IT Services multiples MIS databases (ie. IT and

Marketing asset tracking)

● Deputising for the IT Procurement Officer

● Responsible for creating all operational purchase orders, invoices and maintaining the overall IT

master procurement database

● Managing IT equipment leasing schedules for the Trust

● Ensuring department processes are followed for stock control
● Responsible for input and management all software contract renewals

● Organising IT Services training events across the Trust

● Providing a full administrative support to the Head of Digital Engagement

● Providing administrative support to IT Services helpdesk as required

● Provide support to Customer Service Manager managing the IT Services departments calendar

events

● Supporting the team in updating content on various web and social media platforms. Ensure all

information published is accurate and up to date.

● Monitoring and reporting back on analytics of the multiple IT Services MIS databases

● Maintain media and marketing files (ensure photo and video files are filed correctly)

Skills, Qualifications,Knowledge, Experience & Abilities

● Highly organised

● Excellent written and verbal communication skills

● Attention to detail and accuracy

● Ability to prioritise

● Able to respond proactively to daily issues in a timely manner

● Comfortable working both individually and as part of a team

● Comfortable with communicating with people at all levels of seniority

● Excellent numerical and literacy skills in order to undertake a range of tasks

● Google or Microsoft office experience particularly spreadsheets

● Finance experience (desirable)

● Substantial experience in an administrative role

● Experience with  systems and processes

● Experience or an understanding of procurement processes
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● Administration experience in the private sector ( desirable).

● Experience of being able to consistently organise and manage own work to high standards with

diligent attention to detail and within strict time limits, apply problem-solving approaches in a fast

paced unpredictable, and pressured environment often with frequent interruptions and competing

pressures

● Able to maintain self-motivation, remain calm and resilient and maintain concentration under

pressure with the ability to absorb and assess information quickly

● Able to consider the needs of others, act with impartiality, integrity, and empathy; promote equality

and diversity

● Experience of taking responsibility for own actions, work in a team flexibly and contributively,

adapting and responding positively to change

● English GCSE Grade C or above

● 2A levels Grade C or above or equivalent

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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