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School Administrator


GRADE: Range 3

PATTERN: 25 hours (full day Friday, other hours to be discussed)
RESPONSIBLE TO: School Business Manager 

Purpose
· To provide a comprehensive administrative and organised support service to the School
· To be the first point of contact in the busy school office 
· To promote and reflect the corporate image of the school in all communications, often as the first point of contact
· To support and assist the Headteacher and leadership team in administrative and organisational tasks, so that their time is dedicated to school improvement and leadership

Administration Responsibilities
To take responsibility for general administration duties, allowing school operations to run smoothly. Specific responsibilities include: 
· Organise own workload and priorities on a daily basis using own initiative and knowledge of work, to ensure effective time management 
· To be responsible for the preparation, validation and submission of statutory school census returns (including the autumn, spring and summer censuses as required), ensuring accuracy of pupil data, free school meal eligibility, attendance and contextual information, and working closely with the School Business Manager to meet all statutory deadlines.
· Make arrangements for visits by the school nurse, dental health team, photographer, linked schools and parents
· To undertake reception duties, providing a warm, professional welcome to parents, visitors and colleagues and deal with their requests in an efficient manner 
· [bookmark: _GoBack]To answer the telephone in a friendly, professional manner and record and pass on messages as appropriate 
· Ensure the answer-phone messages are checked regularly during the day 
· Ensure all queries, either in person or by telephone, are dealt with swiftly and appropriately using tact and diplomacy at all times 
· Handle difficult situations and issues with sensitivity and calm ensuring you are always aware of the safeguarding of our pupils, data protection issues and the need for strict confidentiality at all times
· To answer the entrance gate intercom system, having a high regard for security, and ensure that visitors are signed in and provided with the correct visitors’ lanyard 
· To record visitor’s DBS numbers where appropriate
· To provide refreshments for visitors 
· To administer and deal with all enquiries relating to school lunches and free school meals 
· To make the orders for the school meals and milk by; preparing the milk orders, inputting lunch ordering and preparing the lunch order form
· Make arrangements for school trips, events, etc. as directed by teaching staff and in partnership with the SBM, including making venue and coach bookings 
· Take responsibility for the administration and organisation of school photos to include: 
· Arranging photographer visit 
· Production of class/sibling lists 
· Collating all information relating to the family requirements 
· Supervising on day 
· Distributing photos when returned 
· Provide general clerical support, e.g. photocopying, filing, faxing, emailing, completing routine forms and responding to routine correspondence, photocopying and reprographic work as required, including basic maintenance of the photocopier
· ICT support including:-
-First point of contact for printers, copiers including changing toner 
- Updating the school website 
- Undertake word-processing and other IT based tasks including the production of letters, reports and schedules and operate relevant equipment/ICT packages e.g. Excel, databases (including SIMS), spreadsheets, internet
· To produce and send out letters, emails and text messages as required 
· To manage the distribution of school reports and accompanying paperwork to ensure they are distributed in a timely manner and to ensure all pupils reports are ready, copied and collated in time. 
· To collate and present information for the weekly bulletin and ensure it is distributed to all parents 
· Sorting and distributing all internal and external mail, including e mail and the ‘blue bag’, in a timely and secure manner, maintaining confidentiality at all times and ensuring mail is distributed to relevant staff members
· Ensure all information is treated confidentially and have absolute discretion at all times
· To take a lead role in maintaining the Parent Mail system, supporting parents and staff in using it successfully 
· To set up parents evening appointments as required
· To ensure the reception staff board and notice boards are up to date 
· To provide other administrative assistance as required by the Leadership Team
· To undertake the DBS checks for new staff, supporting the SBM to maintain the Single Central Record
· To accept, monitor and maintain records of payments from parents (e.g. setting up payment plans for the residential trip and liaising with parents to ensure payment deadlines are met)

Care and Welfare of Pupils
· To care appropriately for children taken ill whilst at School and to inform/contact parents, once SLT have approved this 
· To ensure Health and Safety regulations are complied with at all times, reporting any concerns in accordance with the school’s policy and procedures
· To support the leadership team in an emergency at the school by ensuring staff have relevant registers and that emergency procedures are followed 
· Report any child protection concerns immediately to the designated persons, in accordance with school procedures

Other Associated Activities
· To attend relevant courses, meetings and training days to develop experience and broaden awareness, expertise and skills
· If required, be prepared to assist with the supervision of children: around school, on outings and educational visits, using the cloakroom/toilets/washrooms, in the playground
· To undertake specific administrative tasks at the direction of the Headteacher
· To ensure that confidentiality is maintained at all times
· To promote the positive image of the School within the local community
· To participate with the School’s performance management process
· Undertake other duties from time to time as the Headteacher requires





This job description may be subject to amendment or modification at any time after consultation with the post holder, and will be reviewed annually. It is not a comprehensive statement of procedures and tasks; it is intended to set out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.


Signed:


Date



Date

(Headteacher)
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