St Joseph’s Catholic Primary Academy Huddersfield      

Learning and serving together in the light of God’s love.
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Job Description
      
	Job Title:
	Business Support- Administration Officer 

	Location:
	St Joseph’s Catholic Primary Academy

	Working Hours:
	37 hours per week (Term -Time only) 

	Grade Point:
	Grade 6 Scale Points 7-11

	Post Status:
	Permanent

	Responsible to:
	Headteacher


St Joseph’s Catholic Primary Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
The information given in this job description is intended to give both postholder and management an understanding and appreciation of the workload of this job and its role within the organisation. The job description outlines main duties and responsibilities under broad headings only, as it is not possible to specify every item in detail.
Job Purpose:
The school Administration Officer is responsible for supporting the daily administration of the school 
Duties and responsibilities

School Attendance
· Ensure School Registers are completed daily
· Ensure children who are late to school are recorded correctly on the MIS System.
· Identify absence, where no reason has been identified, and contact parents using first day calling procedures. 
Liaise with pastoral lead if unable to contact parents, and a home visit is required.

 School Meals
· Update School Kitchen with meal numbers and requirements daily.
· Ensure children’s choices are completed throughout school. 
· Update new menus on the MIS system 

 Wrap-around Care
· Responsibility for all Wrap-around care administration 

 After School clubs 
· Plan half termly clubs and communicate schedule to parents.
· Create club registers for coaches/teachers.
· Create club payments on Arbor.




School Trips	
· Book trip requirements for all trips- travel and venue.
· Communicate with parents about all School Trips dates and costs – This maybe via letter or email.
· Set up School trip payments and consents on Arbor.
· Chase School trip payments prior to attendance to ensure all monies are collected.

School Admissions
· Be responsible for all Nursery, Reception and in year admissions and transfers on Arbor.
· Collect all the required information from Parents.
· Ensure CTF transfers are completed via Arbor.

School Communication
· Produce the School’s Newsletter.
· Ensure School Website is updated with all non-curriculum information – Events – Trips – School Term Dates and Required Policies.
· Assist with managing the school's email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff members as necessary.
· Deal with Parents via telephone / email and in person.
· Assist with taking online payments through Arbor. 
· Assist with marketing and promoting the school. 

General administration/support
· Ensure the smooth and effective running of the school office and all administrative and communicative systems.
· Assist with visitors in school – ID checks and sign in procedures.
· To maintain an up-to-date log of accidents involving pupils and staff on the Arbor database.
· Provide general administration support to School staff and Headteachers as required.
· To assist with school events.
· To support throughout school when support staff absence necessitates.



The school admin officer will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.
Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the school Administration Officer will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headte[image: ][image: ]acher
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