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Role Profile


	Role Details


	Job Title:
	Administrative Assistant (Schools)

	Service:
	Schools

	Directorate:
	Education, People & Business
	Reporting to:
	School Support Manager (High Schools)

	Grade: 
	Grade 5 


	Hours:14
	Salary will be pro-rated for part-time hours

	Work Location:
	St Ninian’s High 


Role Purpose 
· To assist the Head Teacher/School Support Manager, in ensuring the effective delivery of administration and finance, within the school environment

· On a daily basis, assist the Head Teacher/School Support Manager to coordinate all administrative and finance activities of school clerical team, ensuring full support is given to school Senior Management and teachers

· Assist the Head Teacher/School Support Manager to ensure the daily, efficient operation of the automated, Scottish Educational Establishments Management Information System (SEEMIS), Click and Go application that manages all information on pupils, employees and budgets

· Support the Education Team by promoting a performance-driven culture of team work and flexibility, contributing to the overall success of the Council.

· Support and encourage the continuous improvement of service delivery and performance of the Education Team.   
Role Accountabilities & Key Activities 
Administration

· Provide assistance to the Head Teacher/School Support Manager to ensure the efficient and effective delivery of administration processes within SEEMIS

· On a daily basis supervise school clerical assistants

· Provide assistance to the Head Teacher/School Support Manager in ensuring new administrative and financial initiatives are delivered and implemented in line with Council procedures and school requirements

· Assist the Head Teacher/School Support Manager to coordinate the daily activities of clerical support to Guidance team/SMT, which includes processing confidential pupil data, pupil choices, careers appointments and general correspondence, ensuring delivery is in line with school requirements
· Assist the Head Teacher/School Support Manager to coordinate the daily work plan for all school clerical team, to ensure, deadlines are met, processes are implemented in line with school calendar and an efficient and effective service is delivered and maintained to all customers

Operational Finance

· Assist the Head Teacher/School Support Manager to oversee the activities of clerical support to ensure the efficient operation of SEEMIS Financials, including the electronic processing of orders, invoices, accounts and payments to payroll, adhering to Council timescales

· Assist the Head Teacher/School Support Manager with the daily coordination of  all requisitions including; ordering of all school supplies and equipment ensuring all associated procedures are adhered to including receipt of goods, checking, storage and periodic stock taking
· Provide overall budget monitoring reports to Head Teacher/School Support Manager and process financial transactions in line with Financial Regulations and Devolved School Management procedures guide.
· Provide regular budget updates to departmental cost centre holders and advise on any significant trends and variances
· Ensure that all cash receipts from school fund and banking of cash, are processed in line with service guidelines and educational procedures
· Liaise with the School Support Manger regarding financial controls and undertake reconciliation processes to ensure school budgets reflect Corporate systems.
· Assist SMT in ensuring that pupil grant payments are processed in line with service guidelines and educational procedures
Operational Delivery

· Maintain and process all records in connection with pupil registration, automated absence communication system, enrolment, attendance and teacher’s personnel records, via SEEMIS Click and Go and Workforce

· Process all data in connection with electronic pupil reporting and monitoring
· Provide front line service support to pupils and parents, dealing with school enquiries
· Contribute to the general supervision of pupils, dealing with welfare aspects, including medical room duty, administration of medicines,  in line with school requirements and processes and Council procedures
· Coordinate the school website, updates, as directed by the senior management team and  contribute to account management within GLOW
· Process and maintain all administrative returns and ensure are made in a timely manner, in line with Council procedures and school processes.
Relationship Management 

· Contribute to excellent working relationships with all stakeholders whilst achieving performance against agreed standards.

Team Leadership & Development
· Promote high performance is obtained from the Education team through a focus on service delivery improvements.

· Assist in the management of resources to ensure performance targets are achieved across the team. 

· Support a learning culture within the team, encouraging learning and seeking feedback.
· Contribute to the Performance & Development Review (PDR) process within the team for all employees ensuring regular monitoring and review of performance within the corporate framework is applied.

Customer Service Delivery
· Contribute to the achievement of performance standards through the identification of improvements that focus on improving customer service delivery. 

· Contribute to continuous improvement of the Education team ensuring that communication to all stakeholders.

· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation. 

Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  

Best Value 
· Contribute to the review of performance within the team ensuring maximum benefit is derived from the service provided.

· Support the Education team through a focused approach to ensuring high quality service is provided.

Best Practice
· Foster an environment in which best practice becomes an accepted responsibility at all levels.

· Share best practice between and across the Education team to ensure that customers experience benefits.

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.

· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with team objectives.

Context 
	Location:


	St Ninian’s High 

	Mobility:


	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.


	Terms & Conditions Applicable to the Role:


	LGE 
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:


	35 hours
	

	
	37 hours 
	

	
	Other  (please specify)
	14

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	
	
	
	
	
	
	

	
	Finish Time
	
	
	
	
	
	
	

	
	Unpaid Break 
	
	
	
	
	
	
	

	
	Total Daily Hours 
	
	
	
	
	
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	Fixed various


	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	(
	(
	
	

	
	No of hours to be worked per day
	
	
	
	7
	7
	
	

	
	Over how many weeks 
	

	
	Other relevant information:
	

	52 Weeks/Term-Time


	52 Weeks 
	(

	
	Term time 39 Weeks 
	

	
	Term time 40 Weeks
	

	
	Term time (other) 

(please specify number of weeks)
	

	Requirement to work out with normal work/shift pattern:
	Yes 
	

	
	If ‘yes’ please give details 
	

	
	No
	(

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	Not Applicable 
	

	
	PVG Children
	(

	
	PVG Adults
	


	Criminal Convictions:


	No offences

	Proper Officer:


	N/A

	Politically Restricted:


	N/A


Key Relationships 

· As a member of the Education team, the role has accountability for the contribution to Education team objectives.

· The role will work with team members to share best practice and achieve team priorities.

· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Head Teacher/School Support Manager

· The role interacts with, parents, pupils, all colleagues within school community

· Given the nature of the role, key relationships will include:

· Frequent contact with Managers and employees

· All colleagues within school community, pupils, parents and external visitors to the school

	Personal Specification
	Essential (must have)
	Desirable (would like to have)



	KNOWLEDGE
	· Sound knowledge of role accountability areas 

· Demonstrate a knowledge and understanding of administration processes and procedures
· Demonstrate an understanding of financial management systems 

· Demonstrate an understanding of providing a customer focused service

· Organisational awareness and knowledge of internal & external drivers

· Practical application of knowledge across the key areas of the role 


	· Knowledge of East Dunbartonshire Policies and Procedures

· Use of applications within  SEEMIS 

· Knowledge of school procedures and processes

	SKILLS
	· Team leadership skills

· Strong written and verbal communication skills and ability to tailor communication depending on audience 

· Demonstrable influencing skills

· Team working & team building skills

· Numeric and accurate

· IT literate – ability to use PC based packages

· Excellent organisation and co-ordination skills. 
· Good interpersonal & motivational skills

· Time management skills
	· Ability to use excel and word to advanced level

· Ability to use MS Publisher



	EXPERIENCE

(Occupational – Minimum Experience)


	· Demonstrable experience across all role activities 

· Administrative experience within a busy office environment
· Experience of financial processes 

	· Working in a school office
· Use of SEEMIS Click and Go Application

	EDUCATION/

TRAINING

(Educational – Minimum Qualifications)
	· HNC or equivalent experience
	· HND and/or equivalent

	PERSONAL QUALITIES
	· Works to ensure credibility in effectively managing relationships

· Self-Motivated

· Can-do attitude 

· Approachable - Customer focused

· Team player

· Ability to work on own initiative.

· Ability to work under pressure to deliver results

· Ability to work with minimum supervision

· Inclusive and respectful
· Ability to meet tight deadlines
· Carry out role with credibility and professionalism 
· Client and service delivery orientation 

· Planning, organisational and prioritisation of work requirements

· Flexible & Adaptable 


	

	DRIVING LICENSE


	· N/A
	· N/A
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