MIDLOTHIAN COUNCIL

JOB Summary

	JOB TITLE: Administrative Officer (Primary)
	POST NO(S): NEW

	JOB PROFILE:     AS4 – GRADE 5

	SECTION/UNIT:      Primary/Nursery/Special Schools

	DIVISION:      Education, Communities & Economy

	REPORTING TO:   Head Teacher

	STAFF RESPONSIBILITIES: Support Assistants

	JOB PURPOSE: 
To support the Head Teacher, school management team and staff by being responsible for the co-ordination and supervision of administrative and financial support services for the school.

	MAIN DUTIES:

Administrative Activities
Identify, develop and maintain administrative systems and procedures to deliver effective and efficient administrative support.

Ensure the maintenance of administrative systems to support the school calendar including, pupil registration; pupil records; school personnel records and annual updates. 

Supervise the provision of a general school support service for example reception cover, word processing, reprographics, mail distribution, spreadsheet and database production and an effective school enquiry service, ensuring the integrity of confidential and sensitive information is maintained.
Be responsible for the format and issue of school-related information by office support staff in the form of memoranda, letters, minutes, e-mail, posters, flyers and school newsletters as appropriate.

Obtain and exchange information with external organisations, Council staff, parents and suppliers relating to school administrative and financial systems and the production of management information.

Completing statistical information, records and returns in accordance with procedures for approval by the Head Teacher in response to school, central education and external requests.

Developing school based support systems to gather information and statistics to meet objectives outlined by the Head Teacher.
Provide advice and guidance to school staff on administrative and financial procedures.
Monitoring and reporting on Property work as required.
Administering systems to support visiting services, parent’s nights, special events, school trips etc.

Oversee pupil entitlement for free school meals. 

Oversee the ordering stock, equipment and school uniforms from suppliers.

Support the Senior Leadership team to maintain diaries, support meetings, committees and working groups as requested by the Head Teacher. 
Financial Activities
Responsible for the school support budget for £5k up to £40k.

Responsible for financial record keeping, in accordance with the Policy Guidelines for Educational establishments, in the school including: 
Oversee the ordering process (eSeries), authorise requisitions up to £1,000, liaising with suppliers and teaching staff as necessary.

Ensure invoicing systems and routines operate in accordance with Midlothian procedures, process overdue or incorrect accounts for payment as required.
Updating and monitoring budget records, alerting the Head Teacher to potential overspends;

Providing management financial information on a regular and ad-hoc basis to the Head Teacher and Finance Assistant ;
Oversee the operation of online payments system and cash payments (including reconciliation and banking duties) for daily school activities, special events, PTA (Parent Teachers Association) etc.
Operation of school purchasing card and the school fund, acting as a co-signatory for cheques for both these accounts;
Recording monies received from grants and monitoring and reporting expenditure;

Prepare accounts for annual audit.

Management Activities

Manage designated school support staff by:

· planning, allocating and prioritising the workload;

· Line management of designated support staff, setting objectives, reviewing performance and conducting appraisals etc;

· monitoring output and quality of work to agreed service standards and timescales;

· establishing systems and procedures to support effective administration;

· providing advice and guidance;

· assisting with the recruitment and selection of support staff;

· completing training analysis and organising staff development;

· Monitoring time and attendance, authorising all but special leave;

· Initiating and investigating disciplinary action in accordance with service procedures and Council policy guidelines.

Human Resources

Operate the myjobscotland portal via Talentlink (for example set up interview slots, organise e-mailings; update portal).

Record and submit sickness absence/returns; special leave forms.
General
Contribute to the development and improvement of cross authority administration service standards, processes and procedures; 

Jobholders may be requested to administer medication, once appropriate authorisation has been given, to school children, in accordance with Divisional policy and guidelines, and deal with minor injuries sustained by pupils e.g. cuts and bruises.
Bank monies and take delivery of items in accordance with divisional and school procedures.
Liaise between the School, Central Education and corporately based services in order to source information or respond to queries from staff.
Act as the first point of contact for parental / carer complaints.  Investigate and resolve complaints where possible or escalate to the Management Team when required.
Build confident and secure working partnerships between school staff, pupils and their families / carers.

Promote and monitor the use of school facilities by the community and other user groups;

Any other duties appropriate to the post as requested by management.

	KNOWLEDGE:

Educational: 
Essential: 

Educated to HNC or SVQ3 level in business administration or related subject and/extensive experience working in an administrative role, managing a team, scheduling/monitoring work.  It is essential the jobholder has competency in literacy and numeracy skills, such as an education to Higher standard including passes in Mathematics and English, or equivalent. 

Experience: 
Essential

· Skilled in the use of Microsoft Office suite, Word, Excel, Outlook 

· Knowledge of and experience in using education/financial databases

· Considerable previous office experience, preferably in an education environment, demonstrating supervisory, organisation, budgetary and communication skills is essential.

· Experience of managing a busy office environment and supervising staff

· Ability to prioritise and organise a range of tasks

· Effective written and verbal communication skills

· Customer Service and/or reception experience

· Previous financial operational and/or budget management experience.

· PVG Membership (Children) 

Desirable

Previous experience in developing and implementing new ways of working including implementing new systems and procedures utilising new technology.




