ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Cover  & Pastoral Support Administrator 

	Job number / Grade

ED???? / Scale 4

	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To manage all teacher cover within the School on a daily basis 

To provide administrative support and to undertake secretarial duties for the Senior Leadership Team and Heads of Years.
To oversee and manage the behaviour support system 

Day-to-day management of the cover supervisors 

Responsible for organising the free room bookings 

Overseeing the admissions and leavers process 

Attendance management  
Provide training to the receptionists at the front of house 

To provide a receptionist/telephonist service in absence of the receptionist 




	SCOPE OF JOB (Budgetary/resource control, impact)

	Ensures on a daily basis that internal cover or supply is in place for all lessons when the regular teacher will not be present. 
Plays a key role in ensuring that pupils’ education is not disrupted by teacher absence. 
Works with the Bursar on monitoring of the teacher supply budget

Has contact with school visitors, parents, pupils, Governors, support staff, teachers, Senior Leadership Team, Supply Teachers, Supply Agencies, Examinations Officer and support staff in the Education Directorate etc. 

Required to work outside of normal school hours, in particular early morning to action daily supply needs.

Will have access to confidential information, which must be dealt with discretely.

Effectively manage the school supply budget

Required to work independently with minimal supervision

Works under time pressures on a daily basis to organise cover for that day

Working as part of a team providing cover for operation of the switchboard and dealing with telephone enquiries, passing appropriate information/instructions to staff and pupils.  Greeting visitors to the school, dealing with the daily contact of parents, pupils, and members of the community, along with key stakeholders. 
Monitoring the daily attendance of pupils and following up any missing marks.  Producing statistics for the Leadership Team to analyse. 


	POSITION WITHIN UNIT STRUCTURE

	Reports to a member of the Senior Leadership Team

Liaison with the Bursar over the supply budget




	KNOWLEDGE, SKILLS & EXPERIENCE

	ICT literate and able to operate software at an intermediate/advanced level.

Knowledge of SIMS would be an advantage but not essential as full training will be provided 

Good interpersonal skills.

Able to work well under pressure and meet deadlines 

Organised and efficient 

Flexible in approach to work

Sound attention to detail and organisational skills required.
Able to take minutes.

Able to use technology and office equipment to improve the efficiency of the school office.

Able to relate to pupils and parents in a calm and sympathetic manner.



	

	JOB ACCOUNTABILITIES

	Prepare and present the cover sheet for publication in the staff room and front office by 8.30 am each morning. Ensuring there is the least amount of disruption to the education of the students. 
Mange authorised teacher absence to ensure that a limited number of teacher are absent on a daily basis, thus making effective use of the limited supply budget. 

Develop and maintain the school’s supply teacher list.

Access the absence line each morning possibly from home, via a mobile phone (staff are expected to report absence by 7.30am). To establish the cover requirement.

Contact and arrange supply teachers where necessary to cover unplanned absence advising line manager in good time where cover unavailable

Act as the school’s Liaison Officer with Supply teachers in school to ensure that they are aware of our requirements and the schools operating arrangements including Health & Safety.

Manage planned absence cover arrangements and liaise with Examinations Officer, Leadership Team and Heads of Year to ensure that cover is planned wherever possible and that room changes are organised in advance. 
Working with the Continuing Professional Development Co-ordinator in arranging supply for Training Courses. 

Record hours of work by supply staff, authorise and pass timesheets to Bursar’s Office on the first working day of the month or sooner if requested.

Develop and maintain the supply database and provide Senior Leadership Team with statistics on the amount of supply cover required and the use of supply teachers as and when needed.

Responsible for allocation and upkeep of PPA time.

Organise the re rooming of lessons, meetings etc on a daily basis 

Manage and monitor the monthly supply budget, ensuring that the Bursar/Headteacher are made aware of any budgetary issues in good time.
Day-to-day management of the cover supervisors and ensuring and managing the administrative duties they perform. 

Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified.  Where hazards are serious report to line manager immediately.

To perform Fire Warden duties as and when evacuation is necessary and liaise with a member of the LT annually on updating the systems and procedures 

Provide secretarial support to the Leadership Team (LT) and Heads of Years (HOY), including managing appointments, typing highly confidential reports/correspondence i.e. PSP’s IEP’s, BSP’s, Exclusions etc 

Monitor attendance and chase up any outstanding unauthorised absences. 

Work closely with the Deputy Head in charge of Pastoral (inc EWO) by managing the behavioural systems and procedures in place.  Responsible for overseeing the timely distribution of exclusion material.  

Manage the admissions and leavers system to include update of SIMs.net data relating the students. 
Using various databases, produce a range of management information for the LT, the Education Directorate and the DfES to assist the SLT in their decision making and to meet return deadlines.

Undertake all photocopying for the senior leadership team and Heads of Years ensuring that the specified requirements are met.
Working as part of a team in providing a telephonist/receptionist service taking messages or referring callers/visitors to the correct person.

Monitor stationery/office supplies, placing orders when required.


Post holder's signature ___________  Name ______________ Date _______

Manager's signature _____________   Name ______________ Date _______
























