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Post Details
	

	School:
	Twynham TGS

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 8

	Responsible to:
	School Operations Director (Twynham TGS)



	Main Purpose

	To inspire excellence throughout the schools, upholding the vision, values and ethos of the schools and to actively contribute to their development.
To inspire excellence across both Twynham School and The Grange School (collectively known as ‘Twynham TGS’), upholding the vision, values and ethos of the federation. 
To provide strategic and operational leadership of administrative services across both schools, ensuring efficient service delivery, continuous improvement and alignment with school priorities. The postholder will lead and develop administrative teams, drive operational excellence, and contribute to the effective delivery of the schools' educational objectives.



	Duties and Responsibilities

	To be the key administrative support for leaders. The main duties and responsibilities include:
· Contribute to organisational planning by identifying operational priorities, anticipating future service requirements and developing administrative services that support school improvement objectives. 
· Lead the review and continuous improvement of administrative systems, processes and service delivery to increase efficiency, consistency and effectiveness across both schools. 
· Establish and monitor administrative service standards, using performance data and operational insights to inform decision-making and drive improvement. 
· Ensure administrative operations remain compliant with relevant legislation, policies and best practice.
· Lead, manage and develop administrative teams across both schools through effective performance management, objective setting, coaching and professional development, fostering a culture of accountability, collaboration and continuous improvement. 
· Allocate resources effectively to ensure administrative services are delivered efficiently and meet operational demands. 
· Lead the implementation of operational change, ensuring staff engagement, effective adoption and minimal disruption to service delivery. 
· [bookmark: _GoBack]Support the promotion of staff wellbeing, professional growth and high levels of employee engagement.
· Oversee the day-to-day delivery of administrative, reception and reprographics services across both schools. 
· Ensure school administrative systems, records and processes are organised, accurate, secure and compliant. 
· Manage and/or support key administrative functions and colleagues including admissions administration, examinations support, educational visits administration, communications and other operational activities as required. 
· Support senior leaders with operational problem-solving and the resolution of complex administrative matters.
· Provide visible leadership across both schools, ensuring consistency of standards, systems and service delivery while responding appropriately to local operational requirements. 
· Build effective working relationships with staff, leaders and stakeholders to promote collaboration and shared objectives across the schools. 
· Ensure administrative teams operate cohesively and maintain common expectations, processes and service standards.
· Oversee school communications, marketing and social media activity, ensuring content supports organisational priorities, stakeholder engagement and brand standards. 
· Support the promotion of school events, achievements and initiatives through appropriate communication channels. 
· Maintain positive relationships with parents, visitors, external agencies and community partners, ensuring a professional and customer-focused service.



	Safeguarding Duties and Responsibilities

	· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 



	Other Duties

	All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Qualifications, Knowledge, Skills and Attributes Required

	Essential:
· GCSE English and Mathematics at Grade C/4 or above (or equivalent). 
· Educated to A-Level standard or equivalent experience.
· Proven experience leading and developing teams, managing performance and implementing organisational change. 
· Significant administrative management experience within a complex organisation. 
· Demonstrable experience reviewing and improving systems, processes and service delivery. 
· Experience managing competing priorities and delivering high-quality outcomes within deadlines. 
· Experience working with management information systems and digital administration platforms.
· Ability to think strategically whilst maintaining strong operational oversight. 
· Strong analytical, organisational and decision-making skills. 
· Excellent leadership, communication and interpersonal skills. 
· Ability to influence colleagues and build effective relationships across multiple stakeholder groups. 
· Strong project management and organisational planning skills. 
· High level of ICT competence, including Microsoft Office applications and school information systems. 
· Understanding of confidentiality, data protection and safeguarding requirements.
· Resilient and adaptable in a fast-paced environment. 
· High levels of professional integrity and discretion. 
· Commitment to continuous improvement and high standards. 
· Ability to work collaboratively while providing decisive leadership. 
· Flexible approach to working across multiple sites and supporting wider school priorities.

Desirable:
· Experience within an educational environment. 
· Experience of Arbor or similar Management Information Systems. 
· Experience leading teams across multiple sites or departments. 
· Experience contributing to organisational or service development planning. 
· Knowledge of school admissions, examinations administration and educational visits coordination. 
· Experience of communications, marketing or social media management within a professional setting.
· Experience of event management
· Safer recruitment trained (or the ability and willingness to obtain)




	Notes

	· This job description may be amended at any time in consultation with the postholder.




	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
· 
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