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Position description

	POSITION
	Administration support

	Unit
	Central office, Queen Street, Auckland

	Background
	Northern Health School provides education to students whilst they are too unwell to attend their regular school. Teachers at Northern Health School teach in hospital settings both in wards and/or classrooms, and/or within the community supporting students with high health needs.
The position of administration support will provide such support to NHS Business Manager and other members of management team. 
Northern Health School administration support will be accountable to the board of trustees, principal and management team of Northern Health School

	Terms of employment
	As stated in the Support Staff in Schools Collective Employment agreement which can be accessed from the Ministry of Education at www.minedu.govt.nz/goto/employmentagreements

	Hours of work
	40 hours per week, term time only.
Some extra hours may need to be worked during school holidays.

	Responsible to
	Principal and/or principal’s nominee

	Functional relationships
	Business manager, principal; deputy principal; teachers; other support staff; board of trustees chairperson; students; caregivers; wider school community


	KEY TASKS

	Reception duties

· Greeting visitors, students, parents. Receiving courier packages, arranging courier packages, sorting mail

	Phone calls

· In the main, receiving enquiries from parents of potential students, external schools, staff members from other units

	Admission letter to parents/caregiver and copy to school of enrolment

· whenever possible, letters to be sent by email in pdf format. Otherwise regular letters to be mailed to parent/caregiver. Email copy to school

· file copy in student folder

· file folder in drawer

· filing of any other paperwork

	SESTA –Specialised Education School Transport Application
· receiving new applications and checking content. Complete safety/mobility section using information given on medical verification

· once signed off, forward to local MoE Learning support office

· enter information on to etap

· follow up any queries

· send monthly conveyance report  (received from School Transport) to respective teachers for attendance info. Return report to ST

· when student withdrawn from NHS advise School Transport, Wellington and local transport operator

· year end – gather information from NHS units as to students rolling over or being withdrawn. Enter on spreadsheet. Advise School Transport and local transport operator

	Library

· catalogue into MUSAC details of book purchases made by all units

· purchase of books for central unit

· using National Library website, determine dewey classification for non fiction titles

· run report of new titles purchased. Print up labels and sent to respective unit with barcode labels

· end of year – reconcile all purchases with Jan’s figures. Must correlate.

· run stocktake reports. Send stocktake report to each unit

· stocktake books at Otago House unit

· day to day issue and return of book for students. Maintain borrower list and overdues

	Kitchen

· purchase of consumables

· empty dishwashers

· take recycling downstairs to bins in carpark

· tea towels and clothes home to wash

	Office consumables

· order as and when necessary

	Police vet applications

· on receipt of consent, apply online for police vet clearance

· manage renewals – 3 yearly

	Recruitment

· check wording of vacant position

· set up application form, position description and unit notes into employment folder

· contact relevant media outlet - Education Gazette, local newspaper, SEEK, etc plus internal email to all staff

· place advertisement on NHS website. Email internally

· respond to applicants – acknowledgement and later advise unsuccessful applicants

· follow through recruitment process with relevant staff member and Jan

· may sometimes be necessary to make interview arrangements plus follow up email instructions

	Petty cash reconciliation. 

· Detailing and cost coding purchases 

	BOT monthly meeting

· order breakfasts from outside catering

· check other supplies

· set up crockery the night before

	Form design

· gradual process of streaming lining all forms and job descriptions

	Overseeing printing of business cards, brochures and other NHS printed products

	Catering for PD days, senior staff meeting etc. 

· order food

· check kitchen supplies

	Typing changes to NHS policies

· update review date lists

· updates to website and TEAMS

	Typing changes to procedures

· updates to website and TEAMS

	Supplier login details

· maintain login usernames and passwords. 

· post on moodle

	Office consumables

· ordering photocopy paper, photocopier consumables, general office consumables

	Staff IDs

· uploading info to online ordering software

	Annual report

· check staff member names for the year

· co-ordinate all elements of report and send to Delwyn

· print and spiral bind relevant number of copies for BoT/ Ministry of Education / NHS units

· send copies to MoE and NHS units

	Flu jabs

· arrange suitable date with both staff members and On-Site Health. Ideally early April of each year. 

· arrange venue plus first aider to be present

· email paperwork to staff members. Advise On-Site Health of numbers
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