School Administrator

Job Description

	Name:
	

	Post:
	School Administrator

	Salary Grade:
	 G6

	Hours:
	32.5 hours per week, term time only plus 5 Inset Days
8:30am – 3:30pm

	Job Type:
	Permanent

	Responsible to:
	SBM

	Responsible for:
	NA

	Budget responsibilities:
	NA



	Introduction

	Carterton Primary School is part of Ridgeway Education Trust and has approximately 200 pupils.  The School Administrator will work as part of the Admin team alongside the SBM.  Under the guidance of senior staff, the School Administrator will support the smooth running of the school and provide general administrative and financial support to the school.  The school’s Grievance Procedure will be used to resolve any dispute arising out of the job description. 
For all staff - You have specific responsibilities under Health & Safety legislation to ensure that you:
· take reasonable care for your own health and safety, and of others affected by what you do, or do not do
· co-operate on all issues involving health and safety
· use work items provided for you correctly, in accordance with training and instructions
· do not interfere with or misuse anything provided for your health, safety or welfare
· report any health and safety concerns to your line manager as soon as practicable


	Main Duties

	· [bookmark: _heading=h.gjdgxs]Provide general clerical/admin support eg photocopying, filing, completing standard forms, responding to routine correspondence by post and email
· Maintain manual and computerised records/management information systems
· Support the Headteacher in maintaining the school diary
· Maintain and collate pupil and Nursery admissions 
· Maintain information data, including Pupil Premium and Forces Premium data checks
· Maintain pupil attendance data and report weekly to the Headteacher
· Track pupil movement and pupil records for leavers
· Oversee School Meals and Wrap Around Care bookings and payments
· Maintain School Administrator responsibility areas on the school website, including Newsletters and School Diary
· Sort and distribute mail and delivery of orders
· Produce lists/information/data as required eg pupil data
· Undertake word-processing and other IT based tasks
· Undertake administrative procedures for Educational Visits, including bookings and transport arrangements
· Support with pupil attendance and punctuality

· Undertake routine administration of school lettings and other uses of school premises, ensuring risk assessments and hiring documentation are received prior to use
· Undertake routine administration to support Headteacher and SENDCo, including Newsletters and meetings
· Undertake reception duties, answering the phone and managing the office email account and signing in visitors, ensuring that visitors are registered, wear badges and are briefed on emergency and safeguarding procedures
· Support with First Aid and pupil welfare needs


	Resources

	· Operate relevant equipment and IT packages
· Maintain stock and supplies
· Maintain filing systems
· Support the management of the SCR
· Assist in recruitment processes



	Support for the School

	· Be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos/work/aims of the school
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings as required 
· Participate in training and other learning activities and performance development as required
· Uphold and promote British Values
· Recognise personal strengths and areas of specialist expertise and use these to support others
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