Hitherfield Primary School & Children’s Centre
Job Description

Post 

Administrator – Before and After School Care
Grade 

Scale 4 (£29,412 - £30,771 – actual salary pro rata £14,827 per annum - £1,236 per month)
Hours 

20 hours per week - 2pm to 6pm

Location 
School Office  

Weeks 

40 weeks per year. 
Responsible to: 

The School Business Manager and Office Manager 
Directed by:

The Office Manager
Key Purpose of the Post:

To be responsible for all aspects of the administration of Before and After School Care and to take 

undertake receptionist duties in the main school office after school until 6pm. 

Extended Services
· To manage and monitor requests from parents for Breakfast and Afterschool Care places.

· To allocate places and issue contracts for Breakfast and Afterschool Care.
· To be responsible for setting up and monitoring fee income on line via Parentpay, reporting shortfalls to the Business Manager and following up on cases of non-payment for all income generated by Extended Care Services.
· To monitor debt and issue debt letters as required – including implementing withdrawal of services for reasons of non-payment.

· To produce payment reports and update payments on Parentpay for Extended Care Services.
· To maintain a data base of pupils attending Breakfast and Afterschool Care.
· To issue daily/weekly registers to Club leaders.
Other

· To provide general support and reception duties to the school office during busy times e.g. in the late afternoon. 
· To handle and respond to telephone calls, answering calls and dealing with matters on own initiative, taking messages, redirecting calls and passing calls to staff as appropriate. 

· Be prepared to attend courses to update knowledge and participate in the Schools performance management processes.
· To carry out such other confidential personnel work or other tasks which may be required by the School Business Manager, Office Manager, Executive Headteacher, Governors or Senior Leadership team. 

· To monitor children’s general conduct and behaviour throughout the school and to reinforce the schools high expectations of pupil conduct conducive to a safe and calm learning environment as appropriate.

· For serious issues, where appropriate advise children of their responsibilities and possible consequences of their actions.  To engage immediate assistance from qualified colleagues and support them to restore a safe and calm atmosphere conducive to learning to ensure the safety and wellbeing of pupils, staff and visitors. 
Equal Opportunities 

· To take responsibility, appropriate to the post for tackling racism and promoting good race, ethnic and community relations.

Safeguarding

· To have a due regard for safeguarding and promoting the welfare of children and young people and to follow all associated child protection and safeguarding policies as adopted by the school and Local Authority

Health and Safety 

· To work in compliance with the School’s Health and Safety policies and under the Health and Safety at Work Act (1974), ensuring the safety of all parties with whom contact is made, such as members of the public, in premises or sites controlled by the school.

·  To ensure compliance of procedures are observed at all times under the provision of safe systems of work through safe and healthy environment and including such information, training instruction and supervision as necessary to accomplish those goals. 

Data Protection

·  When working with computerised systems to be completely aware of responsibilities at all times under the Data protection Act 1984 for the security, accuracy, and significance of personal data held on such systems. 
The duties of the job description may be reviewed and subject to amendment annually in consultation with the jobholder.  This is to ensure that the role continues to change in line with the needs of the School.  The job description is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the School in relation to the post-holder’s responsibilities and duties.’
Name of Postholder: …………………………………………………………

Signed:

………………………………………………..

Date: ………………………

Hitherfield Primary School & Children’s Centre

Administrator – Extended Services 
Person Specification
	Qualifications/Training 
	· Maths and English GCSE or equivalent 

	Experience, Knowledge/Skills and abilities
	· Proven clerical/administrative experience 

· Excellent communications skills both orally and in writing
· The ability to ensure that confidentiality and professional discretion is maintained at all times.

· Excellent IT skills to include a comprehensive understanding of the use of spreadsheets and Microsoft Word including mail merge.
· Ability to plan and prioritise a range of regular and irregular tasks. 
· Ability to work unsupervised on various tasks. 



	Personal qualities 
	· Smart and well groomed appearance.

· Ability to be supportive of colleagues. 

· Ability to work effectively under pressure.

· Enjoy varied work. 

· Willing to undertake training and develop professionally

· Ability to organise and prioritise a heavy workload at busy times during the school year.

· A calm approachable manner, able to deal with problems in a professional and friendly manner, displaying tact and diplomacy as required. 

· A good sense of humour

· To have a proven commitment to all aspects of Equal Opportunities

	Safeguarding
	· Displays commitment to the protection and safeguarding of children and young people, and has an up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people.
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