SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION


Department:		Education Excellence 		Location:	Within Sefton Borough

Section:		School Organisation and Capital Programme

Post:			Administrative Assistant

Grade:		D 					
________________________________________________________________________

Responsible to:	Pupil Placement Officer

Responsible for:  	N/A
________________________________________________________________________

JOB PURPOSE

[bookmark: _Hlk29217614]To provide administrative support in the School Organisation & Capital Programme section, including assisting with the provision of information and statistics, processing data and assisting with school organisation processes and procedures.


MAIN DUTIES

1 To provide general admin support to ensure effective service delivery.  This will include answering telephones, photocopying, sending emails and correspondence, producing letters, reports, Plans and other documents.

2 To assist with the processing of data and collation of information, using spreadsheets and databases where appropriate.

3 To assist with the preparation of statistical returns to the Department for Education such as the termly School Census and the School Capacity (SCAP) return including checking data, liaising with schools and dealing with queries.

4 To assist with updating school Net Capacity assessments and liaising with schools and other departments to collect the relevant information required to do this.

5 To assist with statutory processes and procedures for proposed changes to schools including consultations. 

6 To maintain and update records.

7 To receive, acknowledge and log correspondence and forms etc and distribute mail.





GENERAL:

This job description is a representative document.  Other reasonable similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The postholder will be expected to comply, observe and promote the equality policies of the Council.

All employees are expected to be committed to the Equality and Diversity policy and assist in removing the barriers to service delivery and employment to enhance a positive equality culture.

Note:  Where the post holder is disabled every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.




Prepared by:		Marie Stevenson
Designation:		Pupil Place Planning Officer
Date:				May 2021




PERSON SPECIFICATION

Post:   Administrative Officer – Pupil Placement              Grade:     D

	Personal Attributes required (based on job outline) 
	Essential (E) or Desirable (D)
	AF (Application Form)
I (Interview)
T (Test)


	Qualifications/Training
	
	

	
Level 2 qualification in Numeracy/
Mathematics and Literacy/English or equivalent qualification

Administrative qualification e.g. NVQ level 3 in Administration or equivalent

	
E




D
	
AF




AF

	Experience
	
	

	
Experience of clerical/administrative work
Use of IT systems
Working as part of a team
Working to deadlines
Production of statistical reports
	
E
E
D
D
D
	
AF/I
AF/I
AF/I
AF/I
AF/I


	Knowledge/Skills/Abilities
	
	

	
Excellent IT skills (use of Word and Excel)
Excellent communication skills
Attention to detail and ability to undertake numerical tasks accurately
Ability to work collaboratively with colleagues

	
E
E
E

E


	
AF/I/T
AF/I
AF/I

AF/I




C – Certificate; AF – Application Form; I – Interview;  T - Test



Prepared by:		Marie Stevenson
Designation:		Pupil Place Planning Officer
Date:				May 2021

