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GREAT SANKEY HIGH SCHOOL
JOB DESCRIPTION

COVER ADMINISTRATOR
     
Core Purpose: 	To provide efficient and effective administrative and clerical support to the school within the available resources and in accordance with the School and Authority’s Policy.
PRINCIPAL RESPONSIBILITIES
Teaching Staff Absence (Cover)
· The post holder will work closely with a Deputy Headteacher who will liaise with staff and make decisions when appropriate

· Be responsible for the administration of the cover management system

· Responsible for the management and organisation of daily arrangements for the cover of absent teaching staff (and support staff responsible for covering lessons), using SIMS Cover software, ensuring that the daily cover list is published by 08.30am each morning.   

· Check the voice mail box each morning for staff absences notified overnight and receive calls from absent staff

· Make changes to cover during the day, in response to unforeseen circumstances

· Work within the cover budget ensuring that cover for teaching staff is provided in a cost-effective manner ensuring that costs are on budget throughout the year 

· Supervise the allocation of duties to the internal Cover Supervisors/Department Assistants in the most cost-effective manner having regard to the demands of the curriculum and the Cover Supervisors’ individual areas of expertise

· Liaise with supply agencies ensuring that all regulations in relation to the employment of supply staff are complied with (e.g safeguarding, Health and Safety, pay arrangements)

· Supervise the allocation of duties to supply staff, and be responsible for welcoming to the school and providing them with all relevant information

· Contact and liaise with supply teachers or supply agencies to hire supply staff to cover absences.  Ensuring strict safeguarding rules are adhered to and liaise with HR Officer in relation to the Single Central Record

· Maintain liaison with teachers used for providing supply cover in the school

· Organise and administer room change requirements ensuring that arrangements are publicised to all relevant personnel

· Responsible for ensuring lesson planning and resources are available and distributed to supply/cover

· Plan and administer rooming requirements for examinations

· Meet and greet supply staff each morning and ensure they understand their timetable and the schools policies/procedures

· Administer requests for cover from teaching staff which have been approved by the relevant member of SLT and enter these in the diary

Curriculum Manager

· Creation of Academic and Pastoral Structure once a year maintaining and updating is day to day

· Day to day administration of changes to sets or bands for students

· All end of year procedures addressed

· Creation of the new academic year and pastoral system

· Export and Import of all data required for student curriculum

· Reports timetables Set lists prepared and produced for new school year


Other
· To cover for reception as and when required

· To carry out other general administration as instructed by line manager

· Comply with all relevant Health and Safety processes as required by the school’s Health and Safety systems

· Liaise with internal staff (teachers/ senior management team/ middle managers/ other support staff) and external agencies as required by the elements of the role

· Implementation of administrative systems and procedures ensuring maximum efficiency is maintained at all times utilising resources available

· Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality, data protection and behaviour for learning; and report all concerns to the appropriate person.

· Be aware of and support diversity and ensure all young people have equal access to opportunities and are provided with a safe and non threatening learning environment.

· To deal with any emergencies in accordance with the school’s policy and procedures.

· Contribute to the school ethos, aims and development/improvement plan.

· Participate in training and other learning activities as required and to participate in the school’s support staff performance review process. 

· Establish own best practice and use to support others.

This job description is not necessarily a comprehensive definition of the post and will be subject to modification or amendment at any time after consultation with the post holder.  The post-holder will undertake the professional duties of a member of school staff as circumstances may require under the reasonable direction of the Headteacher.

[bookmark: _Toc302029723]Person Specification / Selection Criteria for Cover Administrator

Note: 	The Applicant will be required to safeguard and promote the welfare of children
 	and young people.  Candidates failing to meet any of the essential criteria will automatically be excluded.
[A]	Qualifications
	Qualification requirements
	Essential
	Desirable
	Source

	5 GCSE’s A - C
	X
	
	AF



[B] Experience
	
	Essential
	Desirable
	Source

	Previous experience in a school environment

	X
	
	AF/I

	Previous  experience of working in a busy office environment
	X
	
	AF/I

	Previous experience of Cover Admin
	X
	
	AF/I



[C] Knowledge/Understanding
	
	Essential
	Desirable
	Source

	Knowledge of SIMS
	X
	
	AF/I

	Knowledge of SIMS Cover Software
	X
	
	AF/I

	Good knowledge of Microsoft applications
	X
	
	AF/I



[D] Personal Qualities and Skills
	
	Essential
	Desirable
	Source

	Ability to work effectively under occasionally stressful circumstances
	X
	
	AF/I

	Ability to build and maintain successful relationships with all parties (staff, students, parents and outside agencies) treating all consistently and appropriately
	X
	
	AF/I

	Ability to communicate appropriately and effectively with a variety of parties at a wide range of levels
	X
	
	AF/I

	Well organised and able to work to strict deadlines
	X
	
	AF/I

	Ability to prioritise and work on own initiative
	X
	
	AF/I

	Excellent administrative skills
	X
	
	AF/I

	Excellent attention to detail and accuracy
	X
	
	AF/I

	Willingness to undertake training as required
	X
	
	AF/I

	Ability to exhibit a high level of confidentiality
	X
	
	AF/I



[E]	Pre-Employment Checks
	
	Essential
	Desirable
	Source

	Positive recommendation from all referees, including current employer
	X
	
	R

	DBS Clearance post appointment
	X
	
	N/A



[G]	Application Form and Supporting Statement
The form must be fully completed and legible.  
The supporting statement should be clear, concise and related to the specific post.
There should be no unexplained gaps in career history.
(Source: AF=Application (form+letter); I=Interview; R=Reference)
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