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Ulidia Integrated College

Job Description – Senior Executive Officer
Remuneration: Points 26-31 (£23,398-£27,668) 

Required for 1st September 2018
Job Title: 
Senior Executive Officer (Permanent, 52-week contract, 36 Hours per week)
Job purpose:
Ulidia Integrated College wishes to recruit a Senior Executive Officer to manage the College Office under the line management of the Bursar. The successful candidate with also take responsibility for supporting the Bursar in all matters pertaining to the finance of the College, and will deputise for her as required. 
Accountable to:
To the Principal and the Bursar of Ulidia Integrated College. 

Criteria 

It is the responsibility of the applicant to indicate on their application form how they meet each of the criteria. 
The Board of Governors reserve the right to enhance the criteria in order to facilitate a manageable shortlist
	Essential Criteria 


	1. A commitment to Integrated Education

2. A minimum of two consecutive years’ experience in a senior secretarial role

3. 5 GCSE’s or equivalent including Maths and English at Grade C or above

4. RSA Stage II Word Processing

5. Experience of Microsoft Windows packages such as Word, Excel and PowerPoint or equivalent
6. Competent in the use of the internet and email

7. Evidence of knowledge and understanding of financial management and accounting procedures



	Desirable Criteria 


	1. An accountancy based qualification OR at least five full years’ experience working in accounts administration 

2. RSA Stage III Word Processing

3. Recent relevant experience of operating school databases and school’s systems management e.g. C2K system, SIMS or FMS

4. 1 year’s recent experience working in a school and/or in a school environment

5. 1 year’s recent experience working as a Senior Executive officer or Personal Assistant



Essential Knowledge and Skills 

· Strong leadership skills 

· Strong literacy and communication skills 

· Ability to motivate staff 

· Ability to set, monitor and review targets 

· Evidence of excellent communication and interpersonal skills

· Evidence of excellent organisation skills and ability to work in a pressurised environment to meet tight deadlines

· Ability to work on own initiative with good judgement

· Ability to exercise integrity and confidentiality

Essential Personal Qualities 

· Enthusiasm 

· A caring and personable approach
· Sense of humour

· Confidence and discretion

· Ability to work independently and as part of a team 

· Willingness to learn 

· Willingness to develop 

·  Ability to work under pressure and meet deadlines 

Daily Professional Duties Include:

1.
Supervision

1.1 Supervise appropriate staff including the management and allocation of duties.

(Supervision is defined as having full permanent accountability for planning and co-ordinating the quantity and quality of work as well as managing issues relating to discipline and welfare.)

1.2
Identify and provide on the job training to appropriate staff.

2. General Administration 

2.1
Provide administrative, clerical and secretarial support for school staff and Board of Governors.

2.2
Develop, maintain and operate manual and/or computerised information systems in connection with pupils, staff, budgets, meals, maintenance, examinations, care, medical services, recruitment, transport, etc.
2.3
Complete and submit all records/returns as required.

2.4
Contact with relevant personnel to receive and provide information.

3.
Purchasing and Supplies Administration

3.1
Operate/oversee requisitioning procedures, including the ordering, purchasing, receiving, checking, storage and distribution of resources.

3.2
Stock control of resources.

3.3
Arrange for the maintenance of equipment in association with other school and Education Authority staff.
4.  
Finance
4.1 
Develop, control, monitor and report on all financial systems as appropriate including the 
school’s delegated budget and financial management systems cost centres.

4.2         Responsible for cash handling and banking arrangements.
4  Contact with relevant personnel and provide appropriate support in relation to financial                 procedures.

5.  
Estate Management

5.1
Co-operate with appropriate staff in the administration of maintenance, decorative and minor building works including the issue of works orders and costings.

6.
Other Duties
6.1 Such other duties as may be assigned within the level of the job. 

Other professional requirements

· Establish effective relationships with staff, parents and pupils 
· Participate in meetings with professional colleagues in respect of the duties and responsibilities of the post.

· Be aware of the need to take responsibility for your own professional development.

· Play a full part in the life of the school community, to support its Integrated ethos and to encourage staff and pupils to follow this example.

· Undertake any other duty as specified by Principal not mentioned in the above.
Annual Leave: 23 days + 12 Public Holidays pro rata
Closing date for applications is 12 noon Friday 20 July 2018.  Applications received late will not be considered.
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