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Residential schools school administrator – role description
School administrators are responsible for administrative operations at the school. They report to the school director and oversee the clerical work of residential school office staff and the organisation of disability resources staff. They also have particular responsibilities relating to the administration of staff, student, and venue issues.
Role Requirements

The role requirements vary according to the needs of the school, but are likely to include:

· act as registrars, being responsible to the school director for all staff and student records, and holding all relevant files and University publications, including a copy of the current letter of understanding




· have three kinds of duty towards the students: 

1. ensuring that any venue-related or administrative problems an individual may have do not interfere with the educational value he or she receives from the school







2. providing administratively for the needs of students with disabilities and others with additional requirements (see below)




3. accurate recording of attendance and assessment data; recording notes for the host regions/nations of any unusual circumstances in which qualifying markers were awarded or withheld; transmitting properly completed attendance records and associated RSR forms so that they reach the Residential Schools Team no later than the following Tuesday. Be resident on site throughout the periods for which they are responsible and make themselves known at the initial student briefing on Saturday. They should not be absent at the same time as the school director or the assistant school administrator; 

· ensure that an enquiry desk is always staffed during office hours (normally in the school office) in order to answer student and staff queries or to offer alternative sources of information







· ensure that, when the office is closed, arrangements are made for students to be able to contact a responsible person





 

· have responsibility for all secretarial and clerical staff and disability resources staff, for arranging their hours of work and duties, and for ensuring the efficient functioning of all office and clerical procedures 

· have responsibility for the disability resources staff, where they have been appointed, in particular supervising the supply and installation of the relevant equipment for students with disabilities






· verify that appropriate advance information on the disabilities, additional requirements (DAR) profile has reached teaching, learning adviser, medical or catering staff as appropriate, and co-ordinate help to individual students where necessary









· provide general administrative services for the school director, module directors, learning advisers, and tutors by deployment of the secretarial and clerical staff under their jurisdiction, and assist communication among these people and between them and the host venue 





· contact reserve tutors on Saturday and Sunday in accordance with procedures










· transmit tutor work returns to the residential schools team for salary and expenses and record purposes, to arrive no later than the Monday of the following week. If a tutor or learning adviser submits an expenses claim which does not include the required receipts, school administrators are asked to inform the person before the end of the school, otherwise residential schools team are likely to reject the claim and will have to send it back to the claimant










· ensure that an accurate count of student arrivals by school-line is available for the host venue and for the residential schools team no later than noon on the Monday










· ensure that the records of the numbers present for accounting purposes tally with those of the host venue, so that the host regional/national centre will in due course be able to endorse the accounts presented by the host venue


· responsible for stationery and petty cash, maintaining and verifying accounts of expenditure for chargeable goods and services received from the host site before they are sent from the regional/national centre to finance division; and assume whatever responsibilities for the conduct of the imprest account have been agreed by the host regional/national assistant director with finance division, and have been explained by the host assistant director to the school administrator









 

· responsible for following the host region's/nation’s system for the custody of equipment










· prepare a report on the residential school and provide feedback to the school director on students with additional requirements





· responsible for publicising the information on safety and coordinating the action to be taken in the event of an accident





· ensure that the incoming school administrator arrives in time to receive a briefing on the outstanding business and any problems encountered during the week
Person Specification

School administrators are appointed by the host regional/national centre. Whenever possible, these posts should be filled by academic-related staff. 
Where it is not possible to appoint academic or academic-related staff, secretarial and clerical staff may be considered subject to them meeting the person specification for the role. In addition to the role requirements described above, there are the following personal requirements:

· good communication, organisation, and interpersonal skills




· ability to work in a professional way with students, all levels of residential school staff, and venue staff








· ability to manage a team of residential school staff





· good IT skills










· ability to think and act quickly, prioritise tasks, and handle conflict in a constructive way









· ability to work with students from diverse educational, cultural and work backgrounds










· an understanding of and commitment to equal opportunity policy and practices










· respect for others' feelings while working in close proximity in a residential environment
Hours of Work

The main academic programme usually runs between 09:00 and 21:00 daily throughout the residential school, but this may vary and you may be encouraged to offer informal support to students outside those hours.
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