Job Description – Grade 6 School Administrator



Reporting to: School Business Manager

Purpose

To carry out school administration, supporting the wider school community including pupils, parents and staff.

Duties and responsibilities include, but are not limited to: -

Organisation
· Deal with reception matters including greeting visitors/contractors, answering the telephone
· Contribute to the planning, development and organization of support service systems, procedures and policies 
· Assist with pupil first aid/welfare duties, liaising with parents and staff 

Administration
· Manage record and information systems
· Analyse and evaluate data/information and produce reports as required
· Complete data returns including pupil census
· Manage attendance figures and report as required
· Manage admissions to school including initial contact with families
· Update confidential records as required
· Admin tasks for clubs and events in conjunction with teachers
· Use a range of methods to communicate with families
· Take notes at meetings

Resources
· Maintain stock and supplies and place orders e.g. Stationery, first aid and cleaning supplies
· Counting and banking cash donations

Other
· Comply with policies and procedures including 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 and aims of the school
· Establish constructive relationships and communicate with other agencies/ professionals
· Attend and participate in meetings as required, including some evening events which would be pre-arranged 
· Participate in training and other learning activities and performance development as required
· Recognise own strengths and areas of expertise, and use these to advise and support others

Health and Safety:
· Cooperate with health and safety requirements
· Report all defects to the SBM
· Support with risk assessments for all potentially hazardous on/off site activities
· Do not undertake unsafe acts
· Report any “Near-Misses” to SBM and enter on Smartlog
· Are familiar with the emergency action plans for fire, first aid, bomb, security and off-site issues


Safeguarding:
· Have due regard for safeguarding and promoting the welfare of children and young people
· Follow all associated child protection and safeguarding policies as adopted by the school/trust/local authority (LA)
· To uphold and promote British Values

Please note that this is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade. It is not a comprehensive list of all tasks that the post-holder will carry out.

Person Specification


	Criteria
	Essential or Desirable
	Application or interview

	[bookmark: _Hlk204067147]Experience
	
	

	Experience of development, management and operation of administrative systems
	E
	A

	Experience of working with children and families
	D
	A/I

	Experience of working in a busy reception; managing time and prioritising tasks
	E
	A

	Experience of working in a school environment
	D
	A

	[bookmark: _Hlk204067259]Qualification/Training
	
	

	Relevant qualification or experience
	E
	A

	Excellent written and verbal communication skills
	E
	A/I

	Experience of using Microsoft packages, including Word and Excel
	E
	A

	Experience of using school management information system databases
	D
	A

	Knowledge/Skills
	
	

	Excellent interpersonal skills including the ability to relate well to children and adults
	E
	I

	Ability to work alone and use initiative
	E
	I

	Understanding of H&S and Safeguarding policies/codes of practice and awareness of relevant legislation
	D
	A/I

	Appropriate knowledge of first aid, or a willingness to undertake first aid training.
	E
	A

	Work constructively as part of a team, understanding school roles and responsibilities and your own position within these
	D
	A/I






