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‘Learning and growing together through prayer, belief and love’



ADMINISTRATOR
JOB DESCRIPTION

Contract:	1-year Fixed Term part time contract - Term time only 
Hours:	9.00am-4.00pm Thursday - Friday
Grade / Salary:	G3 09 £8,851.66 Actual 
Responsible to:	Headteacher & School Business Manager


1. Role / Purpose
To provide efficient, professional, and confidential administrative support to the school office. The role includes supporting the day-to-day running of wrap-around care, assisting with school trip and lettings administration. 

2. Duties and Responsibilities
General Office Administration
· Greet visitors and respond to telephone, email, and in-person enquiries in a welcoming and professional manner.
· Perform general administrative tasks such as photocopying, scanning, filing, data entry, and distributing correspondence.
· Support the maintenance of pupil records on school systems (e.g., SIMS), ensuring data accuracy and confidentiality.
· Assist with the preparation and distribution of letters, newsletters, and other communication to parents/carers.
· Oversee school administration lunches. 
Wrap-Around Care Support
· Work with the Wrap-Around Supervisor to manage the administration of Breakfast and After-School Clubs.
· Maintain accurate registers and records using the online booking system.
· Support fee collection and financial record-keeping, liaising with the Finance Officer as required.
School Trips
· Support the organisation of school trips by collecting permissions, generating pupil lists, and coordinating with transport providers.
· Maintain accurate records of payments, and liaise with parents to provide relevant trip information.
· Assist in ensuring trip-related medical and dietary information is communicated appropriately.
Lettings Administration
· Maintain and update the school lettings calendar, responding to booking requests from external users (e.g., holiday clubs).
· Assist with preparing hire agreements, collecting required documentation, and communicating with hirers.
· Liaise with site staff and internal teams to ensure facilities are appropriately managed and prepared.
· Assist in maintaining and updating lettings-related policies and procedures.
Additional Duties
· Provide cover and support across the office team during busy periods or staff absence.
· Attend relevant training and staff meetings to support continuous professional development.
· Maintain a high standard of confidentiality, particularly concerning safeguarding and pupil data.
· Carry out any other duties within the scope of the role, as directed by the Headteacher or School Business Manager

1. PERSON SPECIFICATION
	
	Essential
	Desirable

	Good general education (GCSEs or equivalent in English & Maths)
	· 
	

	Experience in an administrative role
	· 
	

	Good communication and interpersonal skills
	· 
	

	Excellent organisation and attention to detail
	· 
	

	Able to prioritise workload and meet deadlines
	· 
	

	Competent in using Microsoft Office and admin systems
	· 
	

	Ability to handle confidential information
	· 
	

	Professional, reliable, and approachable
	· 
	

	Able to work independently and as part of a team
	· 
	

	Calm, flexible, and proactive
	· 
	

	Experience working in a school environment
	
	· 

	Experience supporting school trips or clubs
	
	· 

	Familiarity with SIMS/Arbor or similar school systems
	
	· 

	Understanding of safeguarding procedures
	
	· 



Notes:
This job description may be amended at any time in consultation with the postholder. 
If you do not have all of the experience listed above but are interested in applying, contact office@st-anselms.org
Last review date: March 2026
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