Primary Administration & Pupil Support (Term Time Only)
Ark John Keats is an exceptional school looking to hire exceptional people
We are a genuinely all-through school, from Nursery to 6th Form, providing an exciting and innovative education for the local community we serve. Ofsted state we are outstanding, our GCSE outcomes show our pupils make brilliant progress and our application numbers make us one of the most over-subscribed schools. We have grown every year since we opened in 2013 and will finally have pupils from age 3 to 18 by September 2020. 

We work to ensure our pupils have the same opportunities for success as those in affluent areas with expensive private schooling. We know our pupils will need more than just great exam results to be successful and have carefully planned each stage of development to support them to build the character, independence and discipline to make the most of the opportunities their academic qualifications will provide.

We are looking for ambitious and committed Primary Administration & Pupil Support Assistant to join our primary team. In this varied and important role, you will be based on the Reception desk in the primary school office and will be the first point of contact for parents, pupils and visitors. You will provide administrative support to the primary school across a range of areas and, as an extension of this, you will support pupils at key points including providing first aid and supervising groups for short periods. 
You will be required to uphold the vision and ethos of the academy, always demonstrate professional communication skills and provide an excellent level of customer service. This is a busy and varied role that would suit a confident, adaptable person looking for an energetic role in a school environment. 
Our staff are incredibly aligned and motivated. Our approach is underpinned by our six pillars – A Mastery Curriculum, High Quality Teaching, Strong Discipline, Character Development, Raising Aspirations & Enrichment and Developing Education Leaders. 
Joining Ark John Keats means being part of a kind and supportive team, who are always working hard to be even better. As a school, we make more time for professional development: 14 days of training across the year, dedicated CPD every Wednesday afternoon and regular individual coaching. As part of the Ark network, we also have access to training programmes to develop staff at all levels.

To apply please click here and submit your application by 8am on Thursday 10th December 2020. In advance of applying please do explore our website and see our relevant phase briefings. For further information, technical queries regarding the application system or to arrange to discuss the role please contact us at recruitment@arkjohnkeatsacademy.org or call us on 020 8443 311

For further information or to arrange to discuss the role please contact us at recruitment@arkjohnkeatsacademy.org or call us on 0208443 3113

Start Date: 

January 2020
Closing date: 
8am on Thursday 10th December 2020 
Salary: 
Ark Band 4 - £21,408–£22,992 pro-rata for TTO dependent on skills and experience
Hours:

08.00am – 17.00pm
Work pattern: 
Term Time only: 39 weeks per year
We value diversity and are committed to safeguarding and promoting child welfare. The successful candidate will be subject to DBS and any other relevant employment checks.


Job Description: Primary Administration & Pupil Support  
Reporting to:
School Office Co-ordinator
Start date: 

January 2020
Salary:
Ark Band 4 - £21,408–£22,992 pro-rata for TTO, dependent on skills and experience
Hours:
7:45am – 4:45pm
Work Pattern: 
Term Time only: 39 weeks per year 

Disclosure level:
Enhanced

The Role

· To staff the Primary school reception desk in a front of house role, liaising with pupils, parents, visitors and staff
· To provide admin support to the primary administration team throughout the day with tasks such as answering the phone, dealing with parent enquiries, running messages to classrooms, calling parents, filing and data entry

· To supervise and support pupils, such as when administering First Aid and supervising small groups of pupils at peak times 
To provide a high standard of administration and support including front of house, welfare, attendance, pupil data and pastoral functions in order to assist in the smooth running of all academy activities.
Key Responsibilities

Reception 

· To provide a welcoming school reception presenting a positive image of the academy.

· To undertake academy reception duties answering routine telephone and face to face enquiries, responding to school access buzzer and signing in visitors

· To be a point of contact for pupils requiring assistance from the administration team

· To be a point of contact for parents requiring assistance from the administration team

· To meet and greet academy visitors, displaying due courtesy and tact, in order to ensure that visitors are welcomed into a friendly and professional environment. To show visitors around the school where necessary

· Ensuring visitors have the appropriate safeguarding checks

Administrative Support

· To support the academy in a full administrative capacity, including:

· dealing with telephone and personal enquiries efficiently and effectively in a way which promotes a positive image of the academy

· making maximum use of the academy’s information and communications technology including the network for diary management, the input of data and written communications 

· To assist with relevant meetings as requested

· To assist teaching staff with reprographics and printing requirements

· To assist with creating documents (including presentations and spreadsheets) from scratch, ensuring finished documents are to an excellent standard.
First Aid and Welfare
· To undertake First Aid at Work training, and any additional training relevant to specific pupil conditions

· To be one of the key First Aid contacts for pupils 

· To oversee the care of pupils with specific conditions

· To assist with pupil first aid and welfare duties, looking after sick pupils and liaising with parents and medical professionals where required

· To ensure first aid room is suitably stocked

Hospitality

· To provide refreshments for in-house meetings and events 

· To manage the shared staff spaces and kitchen area effectively, ensuring they are always well presented and well-resourced 
· To ensure systematic provision of refreshments for regular meetings 
Pupils Support and Supervision
· To provide support to pupils throughout the day as required
· To effectively supervise pupils waiting for parents in the assigned area
Pupil Data 

· To assist with maintenance of full and accurate pupil records including individual folders

· To assist with all areas of data input including attendance, reporting, census returns, admissions/leavers, exclusions, pupil details, staff details, maintaining assessment systems and recording pupils’ special needs ensuring that records are up to date

Other

· To undertake training and development relevant to the post and in line with the academy’s priorities

· To undertake any reasonable task as directed by the Headteacher, Operations Manager, member of SLT or School Office Coordinator.
Person Specification: Primary Administration & Pupil Support  
Qualification Criteria

· Right to work in UK

· Maths and English GCSE or equivalent at grade C or above

· Relevant qualifications in office administration and IT applications desirable.

Knowledge and Experience

· Experience of administration – within a school context would be desirable
Personal Characteristics

· Genuine passion and a belief in the potential of every pupil

· Flexible, highly organised and able to multi-task and prioritise work to meet deadlines

· Helpful, approachable and positive nature and ability to stay calm and diplomatic under pressure

· Energetic, adaptable and able to work at a fast pace

· Able to take ownership of tasks and work with minimal supervision

· Have exacting standards and a keen eye for detail

· Keen to learn and further develop own skills 

· Exercises sound judgment, especially relating to confidentiality and discretion.

Specific Skills

· Excellent oral communication skills are essential
· Excellent administrative and organisational skills are essential

· Excellent written communication skills

· Good IT skills, including the ability to confidently use Microsoft Word, Excel and Outlook 

· Willingness and ability to learn and operate new IT systems and databases

· Understands the importance of confidentiality and discretion

· Ability to prioritise workload and hit deadlines.

Alignment with Ark vision

· Relentless drive to do what it takes to ensure all pupils succeed

· Ability to instil and ensure high expectations

Other

· Commitment to the safeguarding and welfare of all pupils

· Willingness to undertake training

· The post holder will be subject to an enhanced Disclosure and Barring Service check.
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