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Job Description - Office Administrator

	Job title: Office Administrator 
	


	Work location: School based 
	

	Scale Point: 4
	 

	Hours:  25 hours per week/5 hours per day (8.30am – 1.30pm)*
	

	Weeks per year 39 weeks - term time plus training days
	

	Reports to: School Business Manager
	

	Direct reports: None
	



Job Purpose:
To provide efficient and professional administrative support to ensure the smooth day-to-day running of the school office, acting as the first point of contact for parents, pupils, staff, and visitors.

🧾 Key Responsibilities
🖥️ Administrative Duties
· Manage general administrative tasks including filing, data entry, photocopying and record keeping
· Maintain accurate pupil records (attendance, admissions, personal details)
· Maintain office areas to promote a positive image of the school 
· Process incoming and outgoing correspondence (emails, letters, phone calls)
· Support the preparation of school reports, newsletters, and communications
· Handle school forms, permissions, and documentation
· Management of the school online calendar
· Manage administration of school lunches
· Ensure compliance with data protection (GDPR) regulations 
· Provide information and advice for school visitors, parents, pupils, staff and governors Ensure effective communication at all times, including notices, emails, messages and website updates. 
· Offer admin support to the Head Teacher

☎️ Front Office & Communication
· Act as the first point of contact for enquiries from parents, staff, and visitors
· Answer telephone calls and respond to emails in a professional and timely manner
· Welcome visitors and ensure safeguarding procedures are followed (e.g., sign-in processes)
· Liaise with teaching staff, leadership, and external agencies
· To receive contractors, staff, pupils, parents and deliveries in a courteous and efficient manner 

📊 Data Management & Systems
· Update and manage school databases 
· Record attendance and follow up on absences
· Prepare basic reports and statistics for school leadership
· Ensure compliance with data protection (GDPR) regulations

🧑‍🤝‍🧑 Pupil Support
· Assist with pupil welfare issues (e.g., first aid support, contacting parents)
· Provide administrative support around admissions, transfers, and leavers
· Support with school events, trips, and meetings

🔐 Safeguarding & Compliance
· Follow school safeguarding and health & safety policies at all times
· Maintain confidentiality of sensitive information
· Ensure visitor safeguarding procedures are adhered to

✅ Person Specification
Essential Skills & Experience
· Experience in an administrative or office-based role
· Strong organisational and time management skills
· Excellent communication and interpersonal skills
· Proficiency in Microsoft Office (Word, Excel, Outlook)
· Ability to maintain confidentiality and professionalism

Desirable Skills & Experience
· Experience working in a school or educational setting
· Knowledge of school systems (e.g. Arbor)
· Basic understanding of finance administration
· Appropriate level of safeguarding and child protection awareness 
· First aid training

🎓 Qualifications
· GCSEs (or equivalent) in English and Maths (Grade 5 or above)
· Business Administration qualification (desirable but not essential)

💡 Key Attributes
· Friendly and approachable
· Reliable and highly organised
· Able to multitask and work under pressure
· Ability to prioritise tasks and work more independently to meet supervisory requirements 
· Professional, discreet, and trustworthy
· Warm and cheerful disposition 
· Excellent communication skills, with a courteous, calm and professional manner. 
· Health and safety awareness 
· Support the school’s Christian ethos


**Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of this post 


**Whilst the hours per week are contractual, the working pattern may be varied to meet the operational requirements of the school. Written notice of 1 month will be given where a change to the working pattern is required.
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