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JOB PROFILE

Post title:          
Office Administrator
Responsible to:
Office Manager


Working pattern: 
37 hours per week (8.00-16.00 4 days, 8.00-3.30 1 day) 
    

Term Time only + 1 week INSET   
Salary: 

NJC point 5 – Actual Salary £21,906.70 per annum 

Job purpose:


Under the guidance of senior staff: be responsible for undertaking administrative, safeguarding, ICT and organisational processes within the school.  

Accountabilities/Duties:
Reception duties including

· Answering and rerouting telephone calls

· Taking and passing on messages

· Dealing with enquiries from pupils, parents and visitors.

· Greeting visitors, managing the Inventory system, outlining safeguarding procedures.

School administration

· Ensuring pupil information is kept up to date using recognised school systems.

· Ensuring absence is recorded and attendance records are accurate.

· Managing the school lunch ordering system.
· Ordering and managing resources for school.
· Managing communication between parents, school and other members of the school community.

· Dealing with transport queries.
· Banking and general finance duties.

Key relationships: 

· Staff/parents/pupils/external visitors.

PERSON SPECIFICATION

Post title: Office Administrator
	
	Essential


	Desirable

	Qualifications/Competencies

	· Good standard of literacy and numeracy
· Good attention to detail 
	

	Experience
	· Experience of working in a secretarial or administration role


	· Previous experience of using school systems such as arbor
· Experience of working in a school setting
· Experience of working with children

· Experience of working with individuals with special educational needs

· Experience of working with confidential information

· Proven experience of improving systems or achieving savings

	Skills/Ability
	· Ability to prioritise work

· Strong IT skills with the ability to use Excel, Word and email
· Able to meet deadlines

· Good organisational skills
· Able to work with a high degree of accuracy and confidentiality


	

	Personal Skills
	· Self-motivated 

· Excellent communication skills

· Good interpersonal skills at all levels
· Able to work well as part of a team
· High level of professionalism 
· Confident and proactive
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