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Job Description

JOB TITLE Music Administrator

JOB FAMILY Office & Exams

REPORTING TO Music Administrator

LIAISON WITH Office Manager, Other Staff, Students, Parents, Visitors, External

Job Purpose

To provide administrative support to the Director of Music and administration of
departmental activities and peripatetic music lessons.

Duties and Responsibilities

Instrumental and voice lesson administration — to include:

ABRSM centre administration — to include:

Agencies, Essex Music Services

To proactively support the school core values of compassion, respect, generosity and
support.

To ensure equality, diversity and inclusion informs personal behaviour, in line with school
policy.

To take a proactive approach to support the well-being of others, as well as looking after
personal well-being.

To support the collegiate approach to the workplace, supporting others across the
school.

Co-ordinate Essex Music Services lesson requests.
Organise timetables for peripatetic teachers.

Monitor student attendance at lessons.

Support students with lesson access.

Co-ordinate circulation of student progress reports.
Arrange the supply of instructions for loan or purchase.
Administration of billing issues as needed.

Co-ordinate the timetable of exams with peripatetic staff, examiners, accompanists and
school staff.

Arrangement of logistics for exam days.

Submit applications to ABRSM.

Monitor student attendance to preparation lessons and exams.

Oversee the smooth running of exam days.

Administration of release of results.
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Music department trips and tours — to include:

e Supporting the Director of Music with the devising and booking of departmental and
extra-curricular trips and tours with tour operators.

e Circulating information to parents/carers and students.

e Administration of tour information, payments and associated data, in conjunction with
the Trips Administrator.

e Organisation of equipment to be transported to and from venues.

e  Opportunity to participate in the school music tour if desired.

Support to the Director of Music and Music department — to include:

e Administration of extra-curricular ensemble participation and arrangements — chair,

orchestra, ensembles, concerts etc.

Administration of school production arrangements.

Basic technical support with instrument supply and repair.

Departmental ordering of stock and supplies.

General administrative duties and assistance within the department as required.

To undertake photocopying, collation and reprographic work as needed.

To undertake administrative duties relating to student records.

To input and ensure the accuracy of student data onto the school databases.

To effectively use word-processing | spreadsheets to ensure the production of reports

and documents, as required.

Box office administration - using ParentPay/Ticket Source for lesson fees and ticketing.

e To use the school databases/communication system to send school communications to
parents.

e To support out of hours/weekend school events as needed, e.g. Scifest, 11+ test days.

Other Areas of Responsibility

To provide ad hoc reception cover when needed.

To provide ad hoc administrative support to the Office Manager when needed.

To undertake any training commensurate with the post.

To undertake first aid training and participate in medical room first aid duties.

To participate in the performance and development review process, taking personal

responsibility for identification of learning, development and training opportunities in

discussion with line manager.

e To comply with individual responsibilities, in accordance with the role, for health and
safety in the workplace.

e Ensurethat all duties and services provided are in accordance with the School’s Equalities
| Equal Opportunities policies.

e The Governing Body is committed to safeguarding and promoting the welfare of children

and young people and expects all staff and volunteers to share in this commitment.
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e The duties above are neither exclusive nor exhaustive and the post holder may be
required by the Headmaster to carry out appropriate duties within the context of the
job, skills and grade.

Generic Duties relevant to all members of Staff

The Trust
e The ethos of our Trust is “Transforming Life Chances”. All staff are expected to be
committed to this aim in everything they do.
e |tisexpected that all staff work collaboratively as members of the Trust to share good
practice, resources and ideas and realise the Trust’s visions and aims. All staff should
act with professional integrity at all times, following the “Code of Conduct”.

Teaching and Learning
e This is our core business and therefore it is an absolute priority. You are expected to
support all teaching staff, irrespective of seniority, to ensure they concentrate on the
core business. This may mean undertaking tasks outside of your area of responsibility

where required.

ICT

e |tis expected that all teaching and support staff follow the ICT Vision of the Trust.

e All staff will be expected to utilise ICT and to improve communication and reduce
paper use. Security procedures must be followed when using ICT systems.

e All staff are expected to follow (and ensure students follow) the procedures as laid
out in the Trust’s Acceptable Use Policy. Staff are also expected to ensure that they
follow Trust policies with regard to professional conduct when using ICT systems or
Trust ICT equipment.

Health and Safety

e Employees are required to work in compliance with the Academy’s Health & Safety
Policies and under the Health and Safety At Work Act 1974 (as amended), ensuring
the safety of all parties they come into contact with, such as members of the public,
in premises or sites controlled by the Trust.

e Inorderto ensure compliance, procedures should be observed at all times under the
provision of safe systems of work through safe and health environments, including
information, training and supervision necessary to accomplish those goals.

Safeguarding
e The Thinking Schools Academy Trust is committed to safequarding and promoting the
welfare of children and young people and all staff must ensure that the highest
priority is given to following the guidance and regulations to safequard children and
young people. All staff are to have due regard for safeguarding and promoting the
welfare of children and young people and to follow the child protection procedures
adopted by the Thinking Schools Academy Trust.
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e Any safeguarding or child protection issues must be acted upon immediately by
informing the Designated Child Protection Officer.

Data Protection

e The Thinking Schools Academy Trust takes the responsibility of protecting and
securing the data of Pupils, Staff, Parents and all associated individuals very seriously.
The Trust requires all staff to complete data protection training and to adhere to its
Data protection policies and procedures. All staff must ensure that if they suspect a
data breach they must inform the Trust Data Protection officer immediately.

This job description forms part of the contract of employment of the person appointed to the
post. The duties, responsibilities and accountabilities highlighted in this job description are
indicative and may vary over time at the discretion of the Trust. This job description will be
reviewed annually and is an integral part of the Appraisal and line management process.

The duties and responsibilities in this job description are not restrictive and the post-holder
may be required to undertake any other duties that may be required from time to time. Any
such duties should not however substantially change the general character of the post.

| understand and agree to the job description of a Music Administrator:

Name: Signed: Date:
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Person Spec

General heading Detail Examples
Specific qualifications & Experience of administrative work in a
experience busy office environment

Educated to NVQ Level 2 or equivalent

Qualified in First Aid, or be willing to
gain a qualification

Knowledge of relevant Knowledge of general school policies
policies and procedures and procedures

Knowledge of health and safety policies
and procedures

Literacy Good reading and writing skills

Attention to detail

Numeracy Ability to count and undertake basic
calculations
Technology Ability to use a photocopier
Ability to use word processor and basic
databases
Communication Written Ability to complete forms, write routine

letters and emails

Verbal Ability to exchange verbal information
clearly and sensitively with children and
adults

Languages Seek support to overcome
communication barriers with children
and adults

Negotiating Ability to consult with colleagues

Working with Behaviour Management Understand and implement the school’s
children behaviour management policy

SEND Understand and support the differences
in children and adults and respond
appropriately
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Curriculum Basic understanding of the learning
experience provided by the school

Child Development Basic understanding of the way in which
children develop

Health & Well being Understand the importance of physical
and emotional wellbeing

Ability to support children who may be

unwell
Working with Working with partners Understand the role of others working in
others and with the school
Relationships Ability to establish rapport and

respectful and trusting relationships with
children, their families and carers and
other adults

Team work Ability to work effectively with other
adults in the school

Ability to be flexible and adaptable

Ability to work on own

Information Ability to provide timely and accurate
information
Responsibilities Organisational skills Good organisational skills
Line Management N/A
Time Management Ability to manage own time effectively
Creativity Ability to follow instructions

To have a positive and proactive

mindset
General Equalities Demonstrate a commitment to equality
Health & Safety Good understanding of Health & Safety
Child Protection Understand and implement child

protection procedures

TRANSFORMING LIFE CHANCES




ACADEMY TRUST

{.’.THINKING SCHOOLS
.

Confidentiality | Data
Protection

Understand procedures and legislation
relating to confidentiality

CPD

Be prepared to develop and learn in the
role
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