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JOB DESCRIPTION

	Job Title:
	Office Administration Team Lead

	Responsible for:
	Office Administration Team 


Main Responsibilities and Duties 

	1. To be responsible for the day-to-day leadership and management of the administration team including the school reception area, and student reception, ensuring and refining outstanding levels of administrative function; supervising, monitoring, and reviewing the day-to-day workload to ensure that work is effectively and appropriately distributed.

2. Manage the appraisal processes of the Administration team: identifying and arranging high level support, challenge, and training as appropriate to the school’s requirements; having a deep understanding of what exceptional support looks like.    
3. To oversee timely, concise proactive communication within the organisation, ensuring that all communication; letters, emails and texts reflect consistently high standards of accuracy, and maintain the school identity and ethos across all communications.

4. To be responsible for line managing the administration of student admission and appeal procedures including the annual Year 6 intake procedures. Liaising with Borough admissions department to maintain an accurate and on-going list of students to be admitted in September. Preparation and distribution of information packs to parents in liaison with the Assistant Headteacher responsible.
5. To assist with the organisation of school events, such as open evenings, celebration evenings, and results days. 

6. To oversee the provision of First Aid.
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