EASINGTON

academy

Post Title: Support
Services Manager

Department: Administrative
Services

Workplace: Easington Academy

Responsible to: Head of

Responsible for: n/a

Salary Band: Point 32, £29,055

School pa, 37 hours per week, whole
time (additional annual leave
may be negotiated)

PURPOSE OF THE JOB

To be responsible for day to day management and delivery of high performing, flexible
and effective administrative and HR services that meet the needs of the school.

To provide specialist and complex administrative support at a leadership level to the
Executive Headteacher, Head of School, Deputy Headteachers and SLT. This will include
the administrative management of sensitive and/or confidential matters.

MAIN DUTIES
Administrative and Secretarial:

Set up and maintain efficient office systems within the school’s admin office, including
manual and computerised information retrieval systems, ensuring staff are regularly
trained in these technologies;

Be responsible for the selection and management of administrative resources, including
management of a budget and regular audit of resources. This will also include working
with external resource service providers;

Screen and prioritise all incoming correspondence (including emails, telephone calls and
letters), providing the principal with necessary information to assist with replies, drafting
responses where appropriate;

Plan, coordinate and implement the leadership team’s schedule of meetings, providing
documentation and notifying attendees, to ensure the business is completed within
agreed timeframes and standards, meeting the organisations’ requirements;

Producing letters, documents, briefing papers, reports and presentations, taking dictation
and minutes as required;

Photocopy, distribute and filing of documents as appropriate;
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Ensure all school documentation and policies are kept up to date;
Ensure all statutory returns are coordinated and deadlines met;

Manage pupil data by ensuring that all required pupil data is up to date and accurate i.e.
FSM figures, ethnicity codes, SEN status, pupil results and issue UPNs;

Contribute to the completion of whole school administrative priorities at key points in the
school calendar;

Ensure systems for whole school diary management, communication, organisation of
meetings and minute taking are delivered as required;

Liaise with external agencies as and when required;

Develop a strategy for the on-going collation, analysis and evaluation of stakeholder views
on service delivery, reporting to leadership as appropriate;

Ensure the delivery of effective and efficient administrative/whole/school/reception
service;

Welcoming, looking after and providing hospitality for visitors;

Manage the quality assurance, accessibility, compliance and reliability of the school
website.

Human Resources Management:

Working collaboratively with the Executive Head, Head of School and Trust Director of
Human Resources to:

Support senior staff in dealing with personnel and contract issues;
Seek and make use of specialist expertise in relation to HR issues;
ensure that all Trust procedures in relation to HR policies are adhered to;

Manage sickness and leave of absence monitoring and reporting and liaising with the
Trust’s HR team in relation to long-term absences;

Be responsible for return to work interviews for all non-teaching staff;

Be responsible for recruitment advertising, arranging interviews, notification of
appointments;

Be responsible for staff induction and the administration and arranging all staff training;



Be responsible for maintaining personnel files and implementation of safer recruitment
protocols;

Be responsible for maintaining the Single Central Register and ensuring DBS for all staff
are up-to-date;

Be responsible for providing contractual information to the payroll provider;

Take a lead role in the recruitment, management and development of administrative
support staff and managing associated employment procedures;

Undertake performance management with the administration team including; 1:1
management meetings, department meetings and appraisal meetings, as appropriate;

Any other duties as directed from time to time in line with and commensurate with the
grading of the post.



