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Description automatically generated]Infinity Academies Trust
Administrator

Start Date: 01.09.2026
Salary: Grade 4 – Pt 9-12 £21,180.22-£22,211.16- (Actual Salary)
Contract Type: Permanent
Working Hours: 35 hours a week, 8:30am-4pm Monday – Friday, term time only (39 weeks, term time plus training days)
Location: Coleby  Primary Academy, Coleby, Lincolnshire.
Reporting To: Administration Manager. 
[bookmark: _Hlk215568832]Key Relationships: All school staff, parents and pupils

Infinity Academies Trust (IAT) has an exciting opportunity for a highly effective, efficient and self-motivated Administrator. The role requires the use of various IT systems and apps; therefore, the successful applicant must be IT literate with the ability to use Microsoft office packages and other dedicated software to produce documents to high standards

Purpose of Job 
This role is responsible for providing a high-quality administration service to the school.  

Principle responsibilities and duties: 
Provide administrative services to the whole school including: -
· Telephone answering and reception duties.
· Providing administrative support, including filing and reprographics. 
· Managing room bookings.
· Communicating with parents and external agencies.
· Welcoming visitors and completing required safeguarding checks
· Updating the Single Central Record. 
· Attendance - registers and monitoring pupil attendance, recording planned absences, administering Fixed Penalty Notices.
· Maintain records on Management Information System (MIS) system Arbor, including admissions, leavers, and pupils' records.
· Assisting with general administration of trips and clubs, booking transport and communicating with parents regarding arrangements and payments.
· Monitor/setup cashless collections through the academy payment system.
· To input data onto computerised systems.
· Compile the School Census – collating information for the MIS system and submitting to DFE
· Updating the website.
· Administrative support for the Headteacher.
· Administrative support for Trust colleagues.
· [bookmark: _Hlk144809159]Assisting & liaising with our Trust Estates team with local premises, contractors, health and safety and compliance issues
· Assisting the Trust Finance & HR team with providing information as required and raising purchase requisitions 
· To assist with lunch time duties as required.
· Follows basic First Aid procedures when necessary and provide support with the administering of medication in accordance with Trust policy and procedure. 
· This list is not exhaustive, and you may be asked to undertake other tasks to support the day-to-day function of the school.

Knowledge, Skills and Experience
· Computer literacy – experience of using Word, Excel, Outlook, Teams, SharePoint etc.
· Experience of using MIS data bases.
· Administrative and organisational skills.
· Interpersonal & communication skills.
· Ability to work as part of a team and on own initiative.
· Ability to communicate effectively at all levels, both verbally and in written. 
· Ability to provide accurate statistical information.
· Understanding of school-based systems and previous experience of working in a school environment.
· Ability to work under pressure and to meet deadlines.
· Knowledge in the use of office equipment
· At least two years’ experience of working in a busy general office.
· Decision making and using own initiative as required.

General
The postholder will work to policies and procedures as stipulated by the Trust and legal requirements under the supervision of the line manager and senior team.  At times the postholder will be required to use their own initiative but within the set guidelines.  There may also be occasions when the postholder may be required to use judgement/discretion in dealing with non-routine matters for which there may not be a readily available precedent
Work demands will vary throughout the year, but the postholder must be prepared to work to very tight deadlines at various times. 
This is a desk-based role but the postholder will be expected to lift items such as parcels delivered into the office which may include boxes of photocopy paper. There may be a need to move small electrical items such as computers, monitors etc.










Person Specification
Job Title: Administrator 
	Education and Qualifications
	Essential
	Desirable
	Assessment

	GCSE C/4 or above in Maths and English
	✓
	 
	A

	Qualification in administration
	 
	✓
	A

	Experience
	Essential
	Desirable
	Assessment

	Experience working in an administration environment
	✓
	 
	A/I

	Experience of working in an educational setting
	 
	✓
	A/I

	Experience in working with external agencies
	 
	✓
	A/I

	Knowledge and understanding
	Essential
	Desirable
	Assessment

	Understanding of the education system
	
	✓
	A/I

	Knowledge of the concept of confidentially
	✓
	 
	I

	Awareness of child protection issues
	
	 ✓
	I

	Skills and abilities
	Essential
	Desirable
	Assessment

	Ability to use IT systems including email, word and excel
	✓
	 
	A/I

	Strong organisational skills
	✓
	 
	I

	Excellent written and verbal communication skills
	✓
	 
	I

	Personal qualities
	Essential
	Desirable
	Assessment

	Positive and enthusiastic approach toward work
	✓
	 
	I

	Ability to act on own initiative
	✓
	 
	I

	Kindness and empathy towards pupils and colleagues
	✓
	 
	I

	Ability to remain calm and professional at all times
	✓
	
	

	Ability to work as part of a team
	✓
	 
	I

	Child Protection
	Essential
	Desirable
	Assessment

	Support the Academy policies on safeguarding and child protection
	✓
	 
	A/I
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