CHESHIRE EAST COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	JOB TITLE
	Administration Assistant -  Personnel – Special Needs
	JOB REF NO
	AAAF8009 (re-referenced from AAAD5064)


 BASIC JOB PURPOSE
To provide a general clerical support, taking responsibility for personnel and pupil related procedures.
	NO
	MAIN RESPONSIBILITIES

	1.
	Maintain personnel records within the school (including appointment and termination administration) and complete necessary documentation for payroll and Area Office to ensure staff are correctly paid.

	2.
	Maintain school databases (STAR, SIMS etc) to ensure accurate information is available and devise and produce reports from the system to facilitate management decision making.

	3.
	Research and produce statistical data from computerized and manual records to be enable Council and Area requests for information to be completed accurately and to agreed timescales.

	4.
	Set up and co-ordinate the procedures related to the Annual Review of any pupils with statements of special needs.

	5.
	Undertake general administrative tasks including the production of school documentation in order that an effective administrative service is provided.

	6.
	Co-ordinate and administer the procedures related to the appointment of staff.

	7.
	Respond to enquiries, in person and by telephone, from a wide range of school contacts, by dealing with the issue directly or by referral to school professional staff as necessary.

	8.
	Maintain and bank various school accounts (including the School Fund and dinner monies) to ensure that all monies are accounted for.

	9.
	Administer the Imprest Account and reconcile bank statements and cheque book records in accordance with financial regulations to ensure an efficient petty cash system

	10.
	Act as receptionist to ensure that all enquiries are handled efficiently and effectively.

	11.
	Provide general clerical support for the school, including word processing, photocopying, filing, collation of information, distribution of mail, diary organisation, to ensure efficient and timely information.

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.


1    RESPONSIBILITY FOR SUPERVISION / DIRECTION / COORDINATION OF EMPLOYEES

Employees directly supervised by job holder

Not applicable
Other Employees supervised by jobholder (not in a direct line relationship)

Not Applicable

What does the supervision of these employees involve?

Not applicable
Does the job involve supervision, direction or management of people who are not employees? eg contractors, students on secondment 

Not Applicable

What does the supervision of these people involve?

Not applicable
Does the jobholder develop policy or provide advice and information which impacts on the supervision / direction / coordination of employees?


    No
2     RESPONSIBILITY FOR FINANCIAL RESOURCES

Give details of any direct responsibility for financial resources.

	Financial responsibility
	      Value of the financial resource      

           (p.a.)
	How often is the duty performed? 

	Cash Handling:
Collection, counting, recording & banking of dinner monies, school trip monies and other school fund receipts
	
	Daily

	Imprest:
Administration of Imprest account, makes payments, reconciles, draws cheques, and checks purchase card statements
	
	Daily


Does the jobholder develop policy or provide advice and information which impacts on  financial resources?


    No
3     RESPONSIBILITY FOR PHYSICAL RESOURCES

	Physical resource
	Nature of responsibility of jobholder
	How often is the responsibility exercised?

	Information:
· Manual personnel record files including application forms, copy contracts, absence records etc and Oracle database
· Pupil records SIMS database
· Annual Reviews for statemented pupils
· Payroll and personnel forms

· School filing system, manual and electronic
	· Sets up files, enters data, updates, maintains, security and confidentiality, disposal at correct time  - some information is highly sensitive and confidential

· Sets up, enters data, security, confidentiality, extraction of data and manipulation for statistical returns, upgrades system via CD Rom
· Co-ordinates process, sends out and obtains necessary documentation

· Completes and checks for signature by Headteacher, maintains records, dispatches to payroll
· Sets up, updates and maintains, security and confidentiality
	Daily

Daily

Few times per year

Monthly or as required

Daily

	Equipment: PC’s, copier, printer, fax, and other non-curriculum equipment
	Day to day use and maintenance
	Daily

	Administration:
Newsletters, standard and non-standard letters, Head’s correspondence, diary, staff planners, class lists, photocopying
	Drafts and produces accurate, well presented documents. Some are of a confidential nature.
	Daily


Does the jobholder develop policy or provide advice and information which impacts on physical resources?


    No

4       RESPONSIBILITY FOR IMPACT ON PEOPLE

	Task/Duty
	Who benefits?
	How they benefit?

	Administration of recruitment process for all staff  (including volunteers and parent helpers) – as appropriate, advertising, letters for interview, obtaining all checks (CRB, medical, OHU, references), issue of letter of appointment 
	Staff and potential staff

Pupils and parents
	Efficient recruitment service

Suitably qualified and checked staff engaged

	Front line duties – receives visitors to school, operates door entry system, and responds to phone calls – some are general enquiries, some more specific including admission enquiries
	Parents current and prospective, pupils, staff, governors, school visitors, suppliers, contractors, LEA advisers, interview candidates
	Enquiries dealt with politely and correct information given. First impression of school

	Organisation of pupil annual reviews ensuring all necessary documents are sent and received
	Pupils, parents, professionals, education staff
	Reviews take place within defined statutory timescale and all reports, consents in place

	Administration of pupils admissions process – sends out all relevant documents, maintains list of interested parents, notifies if successful or unsuccessful, gives advice and information to parents re process 
	Parents of prospective pupils
	Efficient admissions process


Does the Jobholder develop policy or provide advice and information which impacts on people?                                                           No
5     KNOWLEDGE
	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?

	Qualifications and experience
	Experience in administrative & office procedures
	To understand office systems and be able to set up and maintain records and systems
	NVQ 2 /3 in office administration (or equivalent) and general office experience.

	Specialist
	Working knowledge of Personnel issues and procedures – appointments process, CRB checks etc
	To carry out administration related to personnel and give advice to staff on simple & straightforward issues 
	On job experience + training

	Equipment and tools
	Ability to use general office equipment, fax, copier, PC, printer, etc
	Day to day use and maintenance
	On the job experience. CLAIT

	ICT skills
	Keyboard skills, databases, Office, Word, Excel, Internet, + SIMS and IBS(in-house databases)
	To word process documents, maintain records, input data
	RSA 2 Typing and in house training + on the job experience

	Organisational
	General knowledge of CCC Education Service
 Knowledge of Annual Review Process
	To understand who does what, where to obtain information & resolve problems

To administer & co-ordinate process
	On the job experience

	Policies and Procedures
	Working knowledge of:

· School policies and procedures

·  CCC cash handling guidelines

· school organisation
	To ensure compliance
To understand individual responsibilities
	On the job experience + training


How long would it take for a jobholder to become fully operational? 
 Within a few weeks should be able to carry out basic routine tasks but a few months to become familiar with the school cycle and assimilate school specific knowledge re staff, parents and external organisations.

6     MENTAL SKILLS

a)
What sort of situations/problems does the jobholder typically have to deal with? 


Give two examples of typical problems solved on a regular basis. 

Example New starters – The jobholder completes the appropriate form to notify payroll of new starter. It is the responsibility of the jobholder to check that the pay rate and conditions of employment as stated on the form are correct.
Example Annual review of staff on temporary contracts: Each year during the summer term the jobholder checks the status of all staff contracts, initiates an extension to contract if appropriate or ensures termination procedures are taken by Area Office.
b)
Give an example of the most difficult or demanding situation/problem the jobholder has to solve.

Example:  Head Teacher’s correspondence: In appropriate circumstances the jobholder responds to the Head Teachers correspondence. This may sometimes be of a complex nature. The Head usually signs the letters but there may be occasions where the jobholder can pp.
c)
Approximately how often would the example in (b) occur?

	Daily


Give details below of the mental skills required in the job and reasons why they are needed.

	Mental Skill
	Why Needed?

	Judgment
	Whether to interrupt the Headteacher, make an appointment or get Deputy Head
Filtering calls and visitors

	Planning
	Anticipating potential problems by early review of staff with temporary contracts.

	Fact finding
	When dealing with admissions process, ensuring all facts are correct
Checking references and CRB disclosures


7     INTERPERSONAL AND COMMUNICATION SKILLS ESSENTIAL FOR THE JOB

	Skill
	Used for?
	With whom?

	Written skills – good grammar, punctuation and presentation required. Some information is sensitive, confidential and contentious
	· To compose letters and other documentation including job adverts
· To proofread
	Parents, staff, Head teacher, transport, LEA staff, governors, general public

	Oral skills – tact and diplomacy 
	· To receive visitors to the school
· Respond to telephone calls & give appropriate response

· Exchange information

· Answer queries 

· Give instructions
	Pupils, parents, staff, professionals, education staff,  payroll, personnel, visitors

	Liaison – sensitive to confidential nature of staff pay
	· To obtain and give information
· Respond to pay queries and resolve simple issues

· Building of cooperative working relationships.
	Staff, Area Office staff, payroll


8    PHYSICAL SKILLS ESSENTIAL FOR THE JOB

	Physical skill
	Used for?
	Any precision/speed requirements?

	Hand/eye co-ordination and dexterity
	Keyboard skills – to input accurate data, maintain records, word process letters and documents – integral part of administration function
	Accuracy 


9     INITIATIVE AND INDEPENDENCE

Allocation of work

a)
How is work allocated to the jobholder?  Most routine work is cyclical with known deadlines, other work is reactive to issues as they arise –new staff appointments, reception and phone etc. Other work is allocated by Headteacher or staff members on an hourly basis sometimes with short deadlines
b)
What is a typical cycle for allocating work to the jobholder eg hourly, daily, weekly?
Range of duties include some that are carried out hourly, daily, weekly, monthly, termly and annually + reactive work on an as and when basis.
Scope for initiative

c) How much freedom/discretion does the jobholder have:
to change the way work is done?

(e.g. recommending changes in policy, procedures, resources)

Jobholder would discuss suggestions for change with the administration team and the Headteacher. Issues that don’t affect overall school policy may be discussed by the team and implemented.

to allocate their time to duties?

Total scope but within known priorities and deadlines.  Subject to school requirements.
What is the level of guidance/instruction available? 


Personnel policies and procedures including recruitment,  School policies and 
procedures, guidance from line manager and Headteacher, plus area office staff.
  e)  What sort of direction, management or supervision is given to the jobholder?

Daily contact with Headteacher, who is aware of progress and roles and responsibilities rather than close supervision. The Headteacher is available on a daily basis for advice and guidance and to make any necessary decisions. The jobholder is expected to use initiative to resolve issues within own remit.
f)
Give three examples of problems or decisions the jobholder would be expected to deal with themselves without reference to a supervisor/manager. How often do these occur?

	Expected problem
	Nature of available guidance
	Typical Frequency

	Interview process – the jobholder would obtain any necessary equipment requested by candidates
	Initiative, experience, precedents, 
	Few times during summer term

	Responding to letters eg re admissions for signature by Headteacher
	Initiative, precedents, experience, knowledge of admissions process and school place availability
	Few times per week

	Unexpected problem
	Nature of available guidance
	Typical Frequency

	In absence of Headteacher shows prospective parents around the school
	Initiative, experience, precedents, knowledge of school and admissions process
	Occasional


g)
Give two examples of problems or decisions the jobholder would be expected to refer to their supervisor/manager. How often do these occur?

	Problem or decision
	Point of referral
	Typical Frequency

	Parent who is upset or has a worry or complaint 
	Referral Headteacher
	Several times per year

	Pay queries re new recruit
	Referral to Headteacher or Area Education Office
	Couple times per year


10    PHYSICAL DEMANDS

	Physical Demand
	Typical

Duration
	How often?
	Other details

(eg how heavy?)

	Sedentary job sitting at keyboard interspersed with getting up and down to deal with other issues
	95% of job takes place at keyboard
	Throughout working day
	

	Lifting and carrying

Stock deliveries

Distribution of paper around school
	Several minutes

Several minutes
	Weekly

Daily
	Large boxes of paper, exercise books etc


11     MENTAL DEMANDS OF THE JOB

	Nature of task
	Mental Demand
	Duration
	Frequency

	Completion of staffing forms for payroll
Administration of recruitment process including undertaking required checks

Administration of Annual Review Process
Maintaining computerized pupil records and production of statistical returns

Typing letters, newsletters,  data entry, photocopying and other administrative tasks including distribution of letters to parents, governors  and proofreading documents
	Concentration, accuracy & attention to detail, awareness & alertness, awareness of deadlines 
	
	

	Reception duties and answering telephone
	Awareness, alertness to health and safety issues, confidentiality of information, listening intently.
	
	


To what extent is the job subject to work-related pressures e.g. regular deadlines, frequent interruptions, conflicting demands?
	Nature of pressures 

/ interruptions
	Source
	For how long?
	How often?

	Interruptions – inherent part of job
	From phone, callers, pupils, staff, –the jobholder frequently has to leave job in hand to deal with new demand and switch from one activity to another
	
	

	Deadlines
	Monthly payroll documentation
Review process (statutory timescales)

Statistical returns eg PLASC
Recruitment process
Admissions process

Staff or Head imposed deadlines
	
	

	Conflicting demands
	Balancing simultaneous demands from staff for work, dealing with their expectations with routine office work with deadlines. 


If the jobholder is subject to any other form of mental demand, please give details below.
Not Applicable
12  EMOTIONAL DEMANDS

Not Applicable
13     WORKING CONDITIONS

a)
In what kind of places does the jobholder normally work (eg office, library, gardens, clients’ homes)? 

If more than one, give approximate proportion of time in each.
	Location of work
	Proportion of time

	Normal office environment within school
	100%


b) If the jobholder works outside, are they expected to work regardless of the weather or are alternative arrangements made eg work on other duties?

No
c) What unpleasant environmental working conditions or behaviour from other people are met in performing the job? (See guidance notes for examples)

	Working Condition or Behaviour from other people


	How long does it last at any one time?
	How often does it typically occur?

	Responding to phone calls and visitors to reception - Parents who are upset, irate or rude or demanding and mentally challenging
	Few minutes
	Several times a year


d)
What protection is offered (if any) e.g. against adverse weather (clothing, shelter), against infection, security measures etc.

OTHER CONSIDERATIONS

If you feel that there are other, special considerations which might affect the evaluation of this job, please give details.
There is a need to keep up to date with new procedures, education initiatives and other externally imposed changes to ways of working.

