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ROLE PROFILE

	
Job title:                  School Support Officer 

Post Number:         AFC000299

Grade:                      Grade 3

Job Family:             Transport & Traded Services (School Support Services)

Directorate:           Children’s Services: School Support Services (Windsor & Maidenhead)

Reports to:             Business Development Team Leader



WHO WE ARE

Achieving for Children is an award-winning social enterprise responsible for delivering children’s services for three local authorities – the London Boroughs of Kingston and Richmond and the Royal Borough of Windsor and Maidenhead. 

Our vision for Achieving for Children is simple: by bringing together professional expertise from three local authority areas, and by putting children and young people at the heart of everything we do, we will be able to deliver improved outcomes for families and give children and young people the best start in life.

Based in the Town Hall in Maidenhead, the School Support Services team works with schools and parents by: 
· co-ordinating the Council’s Traded Service offer to schools,
· procuring and managing some operational contracts for schools, such as waste and catering
· carrying out forecasting for future pupil numbers, 
· delivering the Council’s School Admissions service
· organising and deliver Home to School transport
· recommending and managing School Organisation matters and the Council’s capital programme for schools

The Support Hub supports all the aspects of the team, but chiefly the Contracts and Traded Services, Home to School Transport, and School Admissions work. Our staff need to have excellent attention to detail and the ability to work in a fast paced environment handling matters of a sensitive and confidential nature.  We implement robust commissioning, contract and quality assurance processes and monitor the effectiveness of our service delivery.

Achieving for Children continually reviews its structure and business practices in order to provide the best possible services for children, young people and their families, in the most effective and efficient way.  As a result, the key tasks in any job profile may be varied. 


RELATIONSHIPS

Responsible to:  Business Development Team Leader 

Important internal relationships with colleagues in Achieving for Children and RBWM:
· Transport and Traded Services Team
· School Support Services Colleagues, including School Admissions and Places & Capital 
· Children and Young People Disability Service (CYPDS)
· Democratic Services (RBWM)
· Procurement Team
· Finance Team
· Customer Contact Centre
· Other Traded Services Leads
· Shared Building Services

Important external relationships:
· Parents of pupils
· School staff
· Transport Operators
· Public transport operators
· Contract Suppliers


MAIN PURPOSE OF JOB
· Ensuring continuous ‘Help desk’ cover is available from 8am – 5.15pm, Monday – Thursday, and 8am- 4.45pm on Friday and ensure that requests and enquiries are dealt with in an efficient and professional manner.  Flexible working will be required to cover these hours with other team members.
· Assisting with the  procurement and management of contracts to enable the services to meet objectives.
· Checking and processing invoices including following up and resolving issues.
· Supporting the admissions team with processing basic information regarding applications.


MAIN RESPONSIBILITIES/DUTIES OF JOB

· Monitor and process voicemails and emails received to ensure they are dealt with within service standards.
· Answer questions and queries from customers, service providers and schools in a polite and friendly manner.
· Carry out administrative tasks to support the contracts we have with suppliers and operators to ensure compliant processes and that feedback is logged and monitored.  
· Ensure clear records of tasks are maintained in the appropriate database or spreadsheet, enabling other colleagues to share records effectively
· Support colleagues with Traded Services account management.
· Issue standard letters and contract information to parents, suppliers, operators, schools and other parties as required.
· Support the set up and processing of direct debits for Academy and Free Schools.
· Support the set up and processing of the annual journals for Maintained Schools
· Carry out required school catering monitoring visits and reports in line with the SLA.
· Manage and process Personal Transport Budgets on behalf of parents as required.
· Raise Purchase Orders and process supplier and operator invoices as required.
· Create and provide management information as required.
· Carry out address checks for school place applications
· Collate appeal paperwork for school admission appeals 
· Monitor school joiners and leavers notifications making reports to Education Welfare as required
· Maintain and update admissions lists as appropriate
· Support procurement and commissioning activities as directed.
· Manage the help desk process with suppliers as required.
· Produce contract specifications for routes with operators as required.
· Maintain and monitor the Equipment Servicing register.
· Maintain and monitor the Hygienic Cleaning Plans.
· Support and maintain the Traded Services Teams knowledge management programme.
· Support any other contracts that may be set up.
· To support Business Development, Transport and School Admissions services as business needs dictate.


PERSON SPECIFICATION
Job title: School Support Officer

	Qualifications

	NVQ Level 2 in Business Administration, GCSE English and Maths or equivalent qualifications or equivalent experience.
NVQ Level 3 in Business Administration, A Level qualifications or equivalent.
	Essential

Desirable

	Knowledge

	Previous experience of working in an office, school or local government.
	Desirable

	Knowledge of Routewise (a transport system used to manage pupil, school and transport contract information) would be an advantage, although training will be given.
	Desirable

	Knowledge of Capita ONE (an admissions system used to manage pupil information and school offers) would be an advantage, although training will be given
	Desirable

	Knowledge of Adobe creative cloud products would be an advantage, although training will be given.
	Desirable

	Able to be a proficient and responsive first point of contact for parents, schools operators and suppliers.
	Essential

	Skills, experience and personal characteristics 

	Excellent attention to detail, with good oral, numerical and written skills. 
	Essential

	Ability to work in a fast paced environment.
	Essential 

	Ability to maintain and manage databases and lists collaboratively and have good overall IT skills, including knowledge of Word, Excel, Access and Gmail.
	Essential 

	Knowledge of a Finance system (e.g. Agresso) would be an advantage, although training will be given.
	 Desirable


	Able to handle matters of a sensitive and confidential nature calmly and efficiently.
	Essential

	Have common sense, be able to work on own initiative and have a sense of humour.	
	Essential

	Takes ownership for customer queries.
	Essential

	Ability to develop strong relationships with suppliers and customers
	Essential

	A full clean driving licence and access to a car
	Desirable
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