JOB DESCRIPTION
JOB TITLE: Part Time  Administrator & EHCP Coordinator







REPORTS TO: Head of School

1.
JOB PURPOSE

To provide assistance and administrative support to the School & College on a daily basis. Manage production of key documents for the School & College and support the development and implementation of the School & College MIS. Act as School and College EHCP Coordinator.
2.
PRINCIPAL ACCOUNTABILITIES

2.1
To provide administration support to the School & College leadership team and wider team. Key responsibility – arrangements for yearly EHCP reviews and providing administrative support in review meetings. 

2.2
To organise the production of key School & College documents e.g. School & College Policies, Self-Assessment Report, Three Year Development Plan, Strategic Report and Post Inspection Action Plans.
2.3
To provide support, development and training for staff and run queries and produce reports on the MIS system and to ensure accurate records are maintained.
2.4
To work with managers and tutor team to further develop and extend scope of MIS e.g. student target and achievement records.

2.5
To record data from surveys and audits, and produce reports and presentations as required.
2.6
To maintain data on staff development and training and to maintain other tracking records as required.
2.7
To assist with and take responsibility for the organisation of School & College events.
2.8
To organise, facilitate and document meetings for School & College Governors, including typing and distributing documents for the meetings e.g. agendas, information packs and minutes.
2.9
To produce/disseminate the David Lewis Centre School & College newsletter at the end of each term.
2.10
To promote and support awareness of cultural diversity.  To ensure that bullying, harassment and intimidation are not tolerated.
2.11
To be aware of issues relating to POVA and safeguarding of children and to report any untoward incidents immediately to the appropriate person.

2.12
To develop an awareness of all issues around the protection of Service Users and to report all concerns in accordance with centre policies.

2.13
To ensure that all health and safety responsibilities are discharged to protect the health and safety of self, employees and comply with best practice and legal requirements.

2.14
To assist with any other Ad Hoc duties required as and when the business may require them.

3.
PERFORMANCE MEASURES

· Quality of relationships with Students, staff and other professionals measured by feedback and observations.

· Line Manager Satisfaction with quality of work produced, competence level, all measured by feedback, performance appraisals and on going performance management.

4. KEY COMPETENCIES
Behavioural

· Effective Communication skills at all levels

· Patience and a positive attitude. 
· Methodical and accurate

· Organised and ability to prioritise.
· Empathy
· Hardworking
· Warm & friendly disposition

5.
KNOWLEDGE, SKILLS AND EXPERIENCE
· Good General Education including Maths GCSE or higher level education 

· Excellent I.T Skills 

· Qualifications and experience in Admin or I.T
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