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Holtsmere End Infant and Nursery School
Post: Data administrator
Salary: H3-H4 pro rata (27.5 hours per week, term time only)
Our caring and nurturing school has a busy, main office which is run professionally and efficiently. Team members are not only a wonderful support to all staff they also provide a friendly and helpful face to our parents and visitors. 
Excellent ICT skills are a must and also a thorough working knowledge of SIMS and Solero.
Responsibilities
· Undertake the sharing of reception duties including responding to telephone and personal enquiries with a friendly, helpful manner and dealing with issues with discretion and diplomacy
· Provide administrative and organisational services to the school using SIMS
· Assist with pupil welfare matters; contacting parents re absences 
· Supporting the Senior Leadership in the management of both attendance and behaviour including Exclusions 
· Minute taking for Parents Forum meetings & necessary staff meetings
· Prepare school report paperwork for teaching staff – Yearly
· Planning ahead in preparation for the academic year 
· Update Emergency Response Plan and distribute – Yearly
· Responsible for ensuring that in the event of a fire or any other emergency requiring the pupils & staff to leave the building, the fire drill and emergency bag is up to date & available 
· Prepare ‘leavers & starters’ list for school Nurse – Termly
· Liaise with Vaccination UK for implementation of the school Flu programme
· Any other duties under the direction of the Head Teacher

SIMS
· Input DfE attendance codes – daily
· Analyse & evaluate data for pupil attendance and run relevant weekly report for Head Teacher, AIO and Governors (when necessary)
· Add new pupils and leavers, import/export CTFs; Liaise with feeder and destination schools
· Prepare Assessment and Phonics data sheets for Teachers – Yearly
· Preparation and submission of accurate School Census – Termly
· Prepare Electronic Class Organisation Form – Termly
· Send out data collections sheets to parents in Years 1 & 2 to update any changes, at the same time issue Privacy Notice to parents – Yearly
· Create new admission groups for September Nursery & Reception intakes and enter pupils details – Yearly
· Set up end of Year procedures and start of Academic year procedures – Yearly

SOLERO
· Apply for FSMs/Pupil Premium for new pupils – enter into SIMS
DINNER MONEY
· Prepare daily dinner numbers and liaise with kitchen staff 
· Prepare Catering Return & email to HCL – Monthly
· Ensure parents apply for special dietary menus for any allergies
· Set up dinner end of year procedures and start of academic year procedure 

SCHOOL WEBSITE and JOTTER APP
· Update/maintain school website – Weekly
· Upload information onto School Jotter – as & when necessary
PARENT EVENING SYSTEM
· Set up days & appointment times for Parent/Teacher Consultations
· Set up appointments for parents to attend school events

Professional Experience, Knowledge & Understanding
Ability to communicate with parents and outside agencies
Use SIMS and be ICT literate
Work as part of a team
Manage own workload in busy office environment

Personal Qualities & Skills 
Maintain confidentiality
Reliable and well organised
Have a sense of humour


[bookmark: _GoBack]Hours:  Mon – Fri 9am to 3.30 with 1 hour for lunch   (27.5 hours) Term time only 
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