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SCHOOL ADMINISTRATIVE OFFICER
 
JOB DESCRIPTION 
 
Babington House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  
 
This job description may be amended at any time following discussion with the Headteacher and will be reviewed annually as part of the performance management process.  
 
Line Manager: The School Office Manager
 
Main Purpose of the Job:  

The Administrative Officer is responsible for working as part of the team, who ensure the smooth 
running of the front of house operations of the School.  

Main Responsibilities:

· To assist the Headteacher and Bursar with the day to day running of the School
· To act as part of the administration team and help to develop administrative support to the Headteacher, Bursar, staff, pupils and parents.
· Welcome all School visitors, ensuring the School signing in and out protocols are followed.
· To deal with all incoming telephone calls and enquiries in a timely and efficient manner. 
· To deal with Pupil enquiries at the School office window
· Sort incoming mail and distribute as required.
· Ensure all messages are passed to relevant staff in a timely manner.
· Responding to the School’s enquiries email in a timely and efficient manner.
· Answering the front gate intercom system
· Providing administrative support for the School office
· ISAMS administrator
· Record and maintain the School attendance registers.  Liaise with teachers, form tutors, SLT and Parents to ascertain reasons for pupil absence.
· Advise the catering team, the number of pupils and staff who require lunch each day.
· To support the School Nurse in contacting parents of a child, who has suffered any injury at School, as and when required
· Assisting the whole School and individual pupil photographs.
· Assisting in the smooth running of Pupil vaccinations.
· Logging and securing of incoming confidential examination letters and parcels. 
· Collate the weekly letters and notifications to send by School Comms and upload on to the School website
· School First Aider
· Assist in proof reading communications from the School
· Be flexible and able to work extra hours for special events when necessary
· Be prepared to undertake appropriate training
· Other tasks as directed by the School Office Manager

Additional Responsibilities:

· To deal with the administration relating to all school Extra-Curricular Clubs.



For the avoidance of doubt, the duties and responsibilities contained within this job description may change from time to time according to the requirements of the role and it is not intended to have contractual effect. 

Agreed by Headteacher …………….……………
Date: 

Agreed by Jobholder ………………….……………
Date: 
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ADMINISTRATIVE OFFICER

PERSON SPECIFICATION


Suitable candidates for this position should possess the following experience, skills and outlook
· Administrative experience in a current or previous role
· Be self-motivated and able to think for themselves
· Show initiative and work to high standards
· Ability to work as part of a team
· Able to deal with health and safety issues promptly
· Show efficiency
· Support the School’s mission statement
· Be enthusiastic
· Be well presented 
· Willing to give generously to School life
· Be honest and show integrity
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