Benchmarked Jobs for Schools

Clerical/Administrative/Secretarial
Administrative Officer

JD002 April 2003

County Council

Job Description

Job title: Administrative Officer 

Reports to: Headteacher 

Job holders name: 

Location:

Grade: KS5

1. Purpose of job

Purpose of Job:)

Raise the profile of the school by ensuring effective examination procedures, positive media coverage and providing high quality literature and display materials.

Dimensions:
1. Current year income and expenditure budgets relevant to the job and capital budget if appropriate.

Not applicable.

2. Numbers of directly subordinate staff with grade breakdown if large numbers apply.

Not applicable.

3. Other relevant and readily available statistics or indicators about the scope of the job.

Principal Accountabilities:

a) Manage the examinations process, taking full responsibility as Examinations Secretary for the effective and efficient operation of examination administration.

b) Prepare all press-releases and liase directly with the media to ensure maximum exposure for raising the profile of the school.

c) Manage the SIMS database to ensure accurate recording and retrieval of the information relating to pupils and timetabling.

d) Organise prize giving and other events, including the recommendation of and contact with suitable speakers, to ensure the programmes run effectively.

e) Design all publicity materials for school events, including advertising to parents and the public, and mount corridor displays of school events, to provide a quality that reflects the school’s image.

f) Review computerised administration systems, making recommendations for improvement and undertake the training of colleagues, to ensure the provision of up-to-date software and application skills.

Necessary experience:

· Educated to ‚A™ Level standard

· Excellent interpersonal and organisational skills

· Must have the self-confidence to make decisions and deal with people at all levels

· Ability to work to deadlines

· Advanced DTP skills

· Advanced IT skills

· Experience of working in a school environment

Scope for Impact:

· The postholder has managed the official opening of an £800,000 Arts building, taking responsibility for the entire process, including liaising with the LEA, sending invitations, collating responses, organising refreshments, rooms and car-parking, the engraving of the plaque, gift for the guest speaker and greeting VIPs. This project involved liasing with the Mayor’s office and the office of the local MP and preparing a press-release about the event.

· The postholder has updated examination administration by replacing manual systems with computerised ones. This includes entries, grades and estimated grades, providing for more streamlined access to information and enhanced security.

· The postholder has also rationalised computer applications within the school.

Job Context:

· The postholder is employed in the school office with one part-time and two full-time colleagues.  Contacts within the school cover all staff and pupils. External contacts include examination boards, local dignitaries, the media and LEA.

· The postholder is the named contact for the Examinations Inspector and is accountable for theeffective operation of examinations.

Organisation:
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Change Statement:

As the demands on school administration have grown in volume and sophistication, the traditional placements on clerical grading and job descriptions are becoming inadequate to reflect the delegated responsibilities the administrative staff carry.

Office accommodation and equipment has improved dramatically as a result of the school’s recent building programme and it has been necessary to carry out a restructure of the office organisation. This particular post has a direct impact on school management in contrast to merely serving the management.
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