OUTLINE JOB DESCRIPTION

ADMINISTRATION AND ORGANISATION

The following information is furnished to help Council Staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the work content of their post and the role they are to play in the organization.  However, the following points should be noted:

1. Whilst every endeavor has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated  routines are naturally included in the job description.

2. Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3. Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.

4. The Council is committed to making any necessary reasonable adjustments to the job role and the working g environment for any employee who develops a disabling condition.

PRIME OBJECTIVES OF THE POST;

Organize and supervise administrative systems within the schools.  Contribute to the planning, development and monitoring of support services and/or Management of support staff, including coordination and delegation of relevant activities.

SUPERVISORY/MANAGERIAL RESPONSIBILITIES:

Responsible for the management and development of a specialist area within the school and/or line management, training and appraisal of other support staff, students on work experience, trainees and voluntary helpers with whom the post holder is working.

SUPERVISION AND GUIDANCE:

Under supervision of senior members of staff, but expected to exercise considerable initiative in performing delegated duties, seeking the necessary advice where appropriate.

RANGE OF DECISION MAKING:

Decisions not always within established practices and procedures, using some judgement frequently covering new ground.  Expected to take initiative in the development of new administrative procedures to meet changing requirements and improvements in quality.

The post holder will be expected to use good common sense and initiative in all matters relating to:

· the conduct and behaviour of individual and small groups of pupils

· the correct use and care of materials by individual and small groups of pupils

· the safety, mobility (if required) and hygiene and well being of the pupils.

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:

Be responsible for the selection and management of resources, including management of a budget and regular audit of resources

To maintain the confidential nature of information relating to the school, its pupils, parents and carers.

Responsible for the safe keeping of office equipment and computers hardware and software and for ensuring that computer data is backed up to the agreed schedule, ensuring compliance with the requirements of the Data Protection Act.

CONTACTS:

Internal at all levels, Parents / Carers, Governors, Community Groups, Health, Social Services, Police, Local Education Authority, Education Bradford, Contractors, External Agencies.

RANGE OF DUTIES:

1. ORGANISATION

1.1 Take a lead role in planning, development, design, organization and monitoring of support systems/procedures/policies.

2. ADMINISTRATION

2.1 Provide organizational and complex advisory personal support to other staff

2.2 Take lead role in the development and maintenance of record/information systems 

2.3 Produce, and respond to, complex correspondence

2.4 Manage complex administrative procedures

2.5 Provide detailed analysis and evaluation of data/and  produce detailed reports/information as required

2.6 Provide organizational and complex advisory  support  to the Governing Body

2.7 Be responsible for completion and submission of complex forms, returns etc, including those to outside agencies e.g. DfES

2.8 Manage the administration of Payroll system

3.RESOURCES

3.1 Manage school licenses and insurance

3.2 Be responsible for the selection and management of resources, including management of a budget and regular audit of resources

