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Alexandra School Office Administrator

	Job Title
	Office Administrator

	 School	
	Alexandra School

	Grade
	4

	Team
	Office

	Accountability	
	Co-Headteachers



	                                                       Main objectives


To provide a welcoming, courteous and efficient reception service, acting as the first point of contact for all visitors and callers. The postholder will support the smooth running of the school office by undertaking a range of administrative duties, working as part of the wider administration team under the direction of the Office Manager and the Senior Leadership Team.  The postholder will lead on the administrative and communication tasks associated with extra-curricular activities for pupils across the school.  They will hold responsibility for liaison with external professionals, including health and therapeutic teams.  The role requires tact, discretion, and professionalism in all interactions with internal and external stakeholders, and an expectation to:
· Maintain confidentiality at all times in relation to school matters.
· Promote and uphold the ethos, values and mission of Alexandra School and The Eden Academy Trust.
· Act in accordance with the Trust’s equal opportunities policy and wider policies.
· Carry out duties in a manner that positively represents the school and the Trust.

	Specific responsibilities of this position




This list is only an indication of the main tasks required to be performed.  It is not an exhaustive list of duties and responsibilities and may be subject to amendments to take account of changing circumstances.

The Eden Academy Trust reserves the right that you may be required to undertake such other duties and/or hours of work as may reasonably be required of you commensurate with your grade at your normal place of work or from another location within the Trust.

	Knowledge, Experience, Understanding and Personal Qualities


	
Experience & Knowledge
· Experience working in an administrative role.
· Experience in an educational environment (desirable).
· Strong working knowledge of Microsoft Office (Word, Excel, Outlook, etc.).
Skills
· Excellent organisational skills.
· Strong interpersonal and communication skills.
· Ability to work effectively as part of a team.
· Commitment to equal opportunities within an education setting.
· Understanding and commitment to the ethos and mission of Alexandra School and The Eden Academy Trust.
Personal Qualities
· Warm, approachable and professional manner.
· Good sense of humour.
· Well‑motivated and reliable.
· Sensitive, understanding and able to maintain confidentiality.



	Office Administrator - Main Scope of the Job:


	


[bookmark: _GoBack]Reception and Visitors to our school
· Provide a warm and professional reception service to all visitors, callers and stakeholders.
· Maintain a calm, polite and effective telephone manner, including managing challenging or sensitive calls appropriately and escalating where required.
· Check ID and DBS certificates, taking copies/scans as necessary.
· Issue visitor passes and ensure all visitors follow safeguarding and security procedures.
· Keep reception and waiting areas tidy, well-presented and reflective of the school’s ethos.
· Print evacuation reports and support emergency procedures when required.

Administration of Wider Provision
Lead on all administration and communication tasks related to:
· All extra-curricular activities, liaising with parents and providers, organising transport, receving monies
· In-school health and therapeutic appointments for pupils
· Pupil consultations, liaising with mainstream schools and local authorities to ensure visits and responses are completed in line with SEND Code of Practice.
· Students on placement, volunteers and work experience arrangements
Pupil Attendance and Record Keeping
· Edit attendance marks and print registers using Arbor.
· Maintain accurate and up‑to‑date attendance records, ensuring compliance with statutory requirements.
· Liaise with the relevant member of staff to support submissions to the Local Authority.
· Contact parents/carers regarding pupil absences and record reasons appropriately.
· Update the leadership team and parents regarding absence authorisation.
· Maintain accurate pupil information in line with the Data Protection Act.
Communication
· Monitor the school’s office inbox, responding to enquiries or redirecting as appropriate.
· Keep staff and parents informed of school updates via email and text messaging.
· Liaise with the ICT Manager regarding updates to the school website and Eden News.
General Office Duties
· Provide administrative support to the Senior Leadership Team and office team as required.
· Produce letters, reports and other documents using word processing and other software.
· Support staff members with information and administrative assistance as needed.
· Manage room bookings, set up meeting spaces and arrange resources/refreshments.
· Record events and meetings on the school calendar.
· Receive and distribute deliveries and incoming goods.
· Carry out photocopying, filing and other clerical tasks.
· Undertake any other reasonable duties commensurate with the responsibilities of this post.

DBS

This post involves a high level of contact with children and/or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974. An enhanced DBS check is required as part of The Eden Academy Trust’s pre-employment procedures.

The post holder will be required to adhere to the school’s safeguarding procedures and policies and be seen to actively promote them in all aspects of their work.
The Trust may from time to time require an employee to be relocated temporarily or permanently to one of its other schools.  Any proposal to relocate will be carried out with due consultation and reasonable notice.
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