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JOB FAMILY

	Role Name
	CAS / Cover Administrator

	Job Code
	

	Role Summary
	Responsible for providing administrative/clerical support to a specific department, team, office or school. 



	Main Accountabilities
	· Manage the supply cover system for teaching staff.
· Support Challenge Week in all administrative tasks, Spreadsheets, activity lists, email groups and payments

· Assist staff with risk assessment analysis, insurance, quotations for trips and events relating to Challenge Week

· Monitor payments for Challenge Week activities and pass on to financial officer

· Update and monitor Challenge Week web site

· Manage staff CPD travel including Bookings Visa, etc.


	Typical reporting relationship
	Vice Principal , Business Manager

	Minimum typical education


	Form 5 or above or Office Administration course or equivalent.

	Minimum typical experience
	1-2 years administrative support experience

	Core Professional / Technical Competencies required
	Abilities  

- Proficiency in MS Word, Excel and Other Microsoft Applications 

- Ability to follow established standards 

- Fluency in oral, written English, Cantonese (desirable) 

- Applies competent office administration skills

- Excellent interpersonal skills

- Excellent organisational skills 

Knowledge 

- Applies good understanding of school’s or department’s major functions, work methods and procedures and their interrelation with other department’s responsibilities and activities. 

- Applies basic knowledge of ESF’s organisation and familiarity with key personnel.  



	Core Soft / Transferable Competencies required
	- Collaboration 

- Communication 

- Result Orientation 

- Planning and Organising Work 

- Customer Service



	Development / Training to support role competencies
	Development activities

	
	To be negotiated as part of the performance management process

	
	Relevant courses

	
	To be negotiated as part of the performance management plan

	Notes: 
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