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PRENDERGAST VALE SCHOOL
ADMINISTRATOR - Events, Communications & Recruitment
Salary Grade:		Scale 4 (point 8 - 10)

Working time	
35 hours per week. Term Time (including 5 Inset Days) 

Line of responsibility
The Administrator will be directly responsible to the Office Manager
Job purpose
The Administrator is responsible for:
· Assisting the Office Manager with all aspects of the smooth and effective operation of the administrative function within the school office.
· Coordinating key school communications and events, including the school newsletter, whole-school calendar and the administrative organisation of school trips.
· Providing administrative support for staff recruitment processes, ensuring a professional experience for candidates and smooth logistics for interview days.
· To contribute to the efficient running of the Reception area, working as part of the front-of-house team to maintain a high standard of service for all stakeholders.

Duties and responsibilities

Safeguarding and Welfare
· To understand and adhere to the school’s Safeguarding and Child Protection policy and procedures, ensuring the immediate welfare of all pupils is the first priority at all times.
· To maintain absolute confidentiality regarding all pupil data and sensitive family information, adhering strictly to GDPR and school policy.

Events, Communications, and Recruitment
· To administer and update the whole school calendar, ensuring all key dates, events, and deadlines are accurately recorded, conflict-checked, and communicated to staff and parents in a timely manner.
· To coordinate the content for the school’s termly newsletter, acting as the editorial lead by commissioning articles from staff, monitoring deadlines, and proofreading all content for accuracy and grammar before submitting to the Media Resources Officer for final design and production.
· To provide administrative support for staff recruitment activities, including acting as a point of contact for job applicants, scheduling interview slots, and organising the logistics for interview days (e.g., booking rooms, preparing candidate packs, refreshments and greeting candidates).
· To coordinate the administrative logistics for school activities, including the booking, parental consents, and administrative payment tracking for school trips, events, parents’ evenings, and extra-curricular clubs.

Office Administration
· To provide administrative support to the Office Manager on the school’s administrative systems and processes.
· To serve as a professional and welcoming front-of-house presence, managing first-point-of-contact duties, including telephone, email, and face-to-face enquiries, and processing visitor sign-in/out procedures.
· To maintain Health and Safety administration, including the accurate staff and visitor attendance log for fire and emergency procedures, assisting the Office Manager in evacuation drills, and collating feedback for management review.
· To provide induction and support for temporary administrative or reception staff, ensuring the continuity of front-of-house and administrative services.
· Maintain manual and computerised records/Management Information Systems (MIS); collate, amend, update, and dispose of all pupil records securely and confidentially.
· To draft, format, and issue routine correspondence, internal communications, and school reports within required deadlines.
· To monitor the stock of office materials and place orders for replenishment as required.
· Nurture and enhance relations with all stakeholders, communicating with parents/carers in a diplomatic manner, troubleshooting issues, and signposting enquiries to the relevant staff member or system.

General 
· To be flexible within the broad remit of the post.
· To attend school events as required.
· To attend training sessions and meetings as required.
· To ensure compliance within the school of data protection regulations.
· To assist in such duties and activities relating to any of the above areas appropriate to grade as the Headteacher and Governors shall from time to time reasonably require.

The post holder may be required to perform any other reasonable tasks after consultation.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.
This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.

All staff participate in the school’s performance management scheme.


ADMINISTRATOR: PERSON SPECIFICATION 

	Qualifications & Experience

	Essential (E) / Desirable (D)

	Studied to a minimum standard of GCSE (grade A*- C) or equivalent, in English and Maths.

	E

	Experience of working in a busy office or public facing environment.

	E

	Previous administrative experience, ideally in a school or college

	E

	Direct, demonstrable experience using a School Management Information System (MIS) such as SIMS, Arbor, or Bromcom for data input and retrieval.

	
E

	Appropriate First Aid training or willingness to undertake.
	E

	
Knowledge & Skills

	

	An understanding of safeguarding and child protection principles in a school environment.

	E

	Excellent written communication skills, including the ability to proofread documents for grammar, spelling, and accuracy.

	
E

	Excellent verbal communication skills suitable for professional liaison with job applicants, staff, parents, and external agencies.

	E

	Ability to proficiently use office computer software (word-processing, spreadsheets, email) to create documents and manage data.

	E

	Familiarity with the Google Workspace environment (Docs, Sheets, Gmail) or willingness to train.

	D

	Strong organisational skills with the ability to manage schedules (calendars) and logistics (interviews/trips) effectively.

	E

	Ability to deal with confidential data / issues appropriately, understanding data protection legislation (GDPR).

	E

	Personal Qualities

	

	Initiative and the proven ability to organise and prioritise one’s own work effectively to meet multiple deadlines.

	E

	A calm, resilient, and professional demeanour when dealing with demanding parents, carers, and external visitors.

	E

	High level of integrity and discretion when handling sensitive personal information.

Commitment to the highest standards of child protection.

	E

E

	Commitment to the Leathersellers’ Federation’s ethos, aims and its whole community.

	E

	A clear commitment to and understanding of equality, diversity, and inclusive practice, and the ability to apply this in all interactions with staff, pupils, and parents.

	E




