[bookmark: _GoBack]School Administrator 
Cambian Dunbroch School
Salary: up to £19,000
Location: New market Suffolk 
Hours: 40 hours a week, 41 weeks a year
Contract type: Permanent

Are you looking for a new challenge?
We are recruiting for a school administrator for a new specialist school that forms part of a 22 bedded Child and Adolescent Mental Health Service (CAMHS) that is opening in the Autumn Term of 2022.  This school will have a high ratio of student to staff and classes are small and personal and will be supported by a team of educators and clinicians. The school aims to provide meaningful, positive personalised educational opportunities for vulnerable pupils who are being prepared to be re-integrated back into their communities 
Job Profile
You will be responsible for creating a lasting, welcoming, friendly first impression when taking on the role of receptionist, providing efficient service to staff, young people and external customers. As the Administrator you will be responsible for helping to provide an efficient and accessible administration service to support the smooth running and effective management of the establishment. The Administrator will need to maintain a clear picture of the students and the service provided and will provide administrative support for school leaders 
The job requires both efficiency and well-developed personal skills.

Candidate Profile
The ideal candidate will:
· Have first class interpersonal skills.
· Ability to confidently communicate face to face and on phone and in writing with other professionals within the Cambian Group, Parents, Social Workers and visitors.
· Knowledge of GDPR legislation and how to implement this in the workplace.
· Excellent IT skills and knowledge of Microsoft Office including Excel, Word and Outlook.
· Have a positive, can do, attitude.
· Ability to manage your time and workload effectively.
· Clear sound understanding of Safeguarding practice and procedures.
In addition, you will be in regular contact with our young people, so it is essential that you maintain confidential information and that you are comfortable working alongside children in our care.
Experience
NVQ level 2 in Administration (may achieve this whilst in post) · Minimum of GCSE English and Math’s (or ability to prove competence at equivalent level)
We pride ourselves on being an Equal Opportunities Employer. And we are committed to safeguarding and protecting the young people and service users within our care. All candidates will be subject to an enhanced DBS check and reference checks.

