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THE SYDNEY RUSSELL SCHOOL
JOB DESCRIPTION - MAIN OFFICE ADMINISTRATOR
POSITION: Main Office Administrator
SCALE: ATP&C Scale 5 point 12-15. Actual salary £30,269-£31,620
HOURS & PAY: 35 Hours per week, term time only plus 3 weeks across the school holidays
Closing Date: Friday 20th February 2026.
PURPOSE OF ROLE:
To provide a full administration service for the main office under the direction of the School Business Leader.   This to include:
MAIN ACTIVITIES:
· HR Support 
· Under the direction of and working with HR Manager on all HR issues, but specifically:
· Working with Senior Leaders on absence and punctuality reporting and monitoring
· Run reports for staff absence/punctuality and submit to the HR Manager
· Monitoring and setting up probation meetings for staff as directed by the HR manager
· Support HR manager with recruitment processes, including:
· Advertising of vacancies
· Arrange interviews
· Safer recruitment checks
· Submitting and collating references
· Completing all required paperwork in line with HR file criteria
· As directed by the HR manager, closing accounts when staff leave, this includes IT, security and SCR accounts
· Set up all HR files for new staff
· Closing down and archiving of all staff leaving

· Room Bookings
· Take responsibility for room bookings across both Primary & Secondary sites
· Working with exams team on booking of venues
· Working with whole school on booking of hall and conference rooms

· Site Access
· Under the direction of the HR Manager, manage the site access system across both sites. 

· Staff Training records
· Monitor staff completion of annual training requirements and report to HR manager

· Uniform Shop
· Support in shop when required and during busy summer periods

· Reception
· Support from reception when required. 

· Any other admin duties that are equitable with the pay scale. 

· Play a full part in the life of the school community, support the school’s priorities and ethos and encourage staff and students to follow this example.
· Undertake personal professional development activities, as agreed
· Ensure front line enquiries from staff, pupils, parents and visitors are dealt with promptly
All staff are responsible for promoting and safeguarding the welfare of students by always ensuring compliance with the school’s Safeguarding and Child Protection Policy. All staff must report any actual or potential risks to the safety or welfare of students to the Designated Safeguarding Lead. This document summarises the main responsibilities of the post.
REVIEW ARRANGEMENTS
 
The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that over time the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of the responsibility entailed.  Consequently, the school will expect to revise the job description from time to time and will consult with the post holder at the appropriate time.

The school is committed to the ongoing professional development of our staff so will provide relevant training courses for the successful candidate. 

CONDITIONS OF EMPLOYMENT

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (The contract).  The post holder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body:
· To uphold the school’s policy in respect of child protection matters
· Will be subject to the National Agreement on Pay and Conditions of Service, supplemented by local conditions as appropriate and all relevant statutory and institutional requirements
· The post holder may be required to perform any other reasonable tasks after consultation
· This Job Description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed
· This Job Description is not necessarily a comprehensive definition of the post.  It may be subject to modification at any time after consultation with the post holder
· All staff will be expected to participate in the school’s performance management scheme.





Person Specification – Main Office Administrator
	Criteria
	Essential
	Desirable

	Qualifications
	· GCSE In Maths & English or equivalent
· Excellent ICT skills
	

	Experience
	· Proven experience in administration including the development, management and operation of administration and management systems
· Experience of liaison with External partners
· Knowledge of Microsoft Office including Word and Excel
· Database knowledge
· Knowledge of preparing reports, minutes, general correspondence
	

	Personal qualities, skills & characteristics
	· Excellent communication skills
· Excellent interpersonal skills demonstrating the ability to relate well to pupils, parents and staff
· Able to act with confidentiality, tact and discretion
· Demonstrates a courteous and friendly approach
· Work as part of a team
· Proven organisational skills with a high level of accuracy
· Ability to be flexible and to adapt to changing and challenging circumstances
· Operate calmly and effectively
· Show initiative and be self-motivating
· Ability to manage a variety of competing priorities and meet deadlines.
· Ability to formulate ideas and solutions and present them effectively
· Ability to develop and motivate a team. 
· Delegating duties as required.
· Ability to evaluate own development needs, those of other members of a team and address them through the performance management scheme.
· Evidence of continuing professional development.
· Proactive and self-motivated.
· Planning and organisational skills to meet deadlines
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