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Job Description 
Job Title:



General Office & Transport Administrator
Department:

General Office

Accountable to:
Office Manager / Transport Manager
Responsible for:
No direct reports
Purpose of the job:

To work as a team in the General Office supporting production of reprographic and design work. Providing a variety of General Office administration and relief support support for the General Office Manager. Organising the Exeat and end of Term School transport and providing administration assistance for the Transport Manager 
Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 400 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 100,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:
· To assist the General Office Manager to provide clerical and reprographic support across the School 
· To work as part of a team to support the General Office, Reception and Post room functions to ensure a full and professional service is provided across the school 
· To organise the Exeat and End of Term transport for pupils, and to assist the Transport Manager with all aspects of transport administration 
Key Tasks:
1. General Office:

1.1 To assist with the day to day running of the General Office and carry out administration requests from the General Office Manager including typing letters and sending e-mails to parents through iSAMS.   
1.2 To assist with maintaining the Reprographics e-mail account and all aspects of reprographics including using the varied equipment in the office to produce documents, posters and booklets. 
1.3 To assist the General Office Manager with updating documentation and School policies including the printing of Governor papers. 
1.4 To Assist with monitoring paper and consumable stock in the Reprographics area and General Office and to maintain the stock and recharges spreadsheet and Asseti Data Base. 
1.5 To assist with proofreading in the General Office in particular Mid-Term and End of Term School Reports and various documents before they go to print.
1.6 To assist the General Office Manager with preparing the End of Term Report Pack 
1.7 To work with the General Office Assistant with issuing Car Parking passes, supplying stationery to staff, support with parent meetings and Speech Day preparations.
1.8 To attend regular department meetings held with the General Office Manager. 
1.9 To carry out any other duties relevant to the General Office, Post Room and Reception as directed by the General Office Manager.
2. Transport

2.1 To liaise with Houseparents to establish requirements for booking pupils Exeat/End of Term and return to School transport.

2.2 To liaise with transport companies/third parties to make bookings as required for Exeat/Half Term.
2.3 To maintain and use the Pupil Transport e-mail address for all transport correspondence. 
2.4 To provide an on-call service for queries on Exeat/Half Term returns. 
2.5 To assist the Transport Manager with maintaining the compliance records for suppliers e.g. taxi & coach companies. 
2.6 To book Minibuses / Coaches for School Trips. 
2.7 To carry out any other duties relevant to transport, as directed by the Transport manager.
3. Relief Cover 

To provide cover for the General Office, Reception and Post Room during breaks, periods of absence and annual leave.
3.1 General Office / Reprographics
3.1.1 To ensure the reprographics e-mail is maintained completing all incoming requests in a timely manner  
3.1.2 To order stationery and stock requests with our regular suppliers
3.1.3 To issue stationery and maintain the re-charging spreadsheet 
3.1.4 To deal with any General Office /Transport issues that may arise in the absence of the General Office / Transport Manager

3.2
Post Room

3.2.1
To receive incoming mail, sort by house and academic department and prepare for internal distribution to department offices and pigeon holes 
3.2.2 To receive, log and notify of incoming parcels 
3.2.3 To maintain records of parcels received and collected. 
3.2.4 Cash handling / Recharging – Issuing stamps and posting out parcels for Staff and Pupils 
3.3 Reception 

3.3.1 To operate the switchboard, processing calls, answering queries, taking accurate messages. 
3.3.2 To welcome visitors, VIP guests and parents. Issue visitor ID passes to comply with the        schools Safeguarding Policies and Procedures. Offer use of facilities and refreshments, and deal with enquiries.
3.3.3 General administration duties as required; using a variety of software packages including Microsoft Office and iSAMS, distributing faxes, sending e-mails and issuing Wi-Fi codes for visitors.
3.3.4 Keep up to date with the requirements of the role and undertake training and development as required 

This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder. 

Date agreed: September 2020
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Minimum GCSE English  
 Language and Maths or 
 equivalent 

· Relevant administration qualification 
	· Relevant customer service qualification 

	Specialist Skills & Experience
	· Minimum 18 months 

    experience of working in

    administration/reprographics
· Experience of working in a customer service-based role 

· Ability to communicate at all levels; face to face, in writing and over the phone

· Excellent organisational and planning skills and the ability to meet deadlines.
· Computer efficient with experience of using computer based systems and software e.g. Microsoft Office, MIS, switchboard 

· Ability to maintain good administrative practices and systems

· Excellent attention to detail 

· Experience of using Reprographic equipment 
	· Experience of working in an educational setting 

· Experience of Post Room practices with a willingness to learn
· Experience of proofreading

· Experience of reception and 
 switchboard with a willingness to learn
· An understanding of Child protection, Health and Safety and Manual Handling 

· Transport Office Experience (Transport booking & Administration)  



	Personal Qualities
	· Demonstrate confidentiality

· Excellent time keeping, reliability and flexibility 
·  Team player/Good Sense of Humour
· Ability to build good 
 working relationships
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