JOB DESCRIPTION

JOB TITLE:


Office Administrator
RESPONSIBLE TO:

Business Manager / Headteacher
JOB PURPOSE:
To be responsible for the smooth running of the school 
office, providing an administration and finance service

To adhere to the school’s stringent safeguarding procedures, including the PREVENT agenda.  An enhanced DBS certificate will be required for this position.

Main duties and responsibilities:
1. To adhere to the school’s stringent safeguarding procedures at all times including the PREVENT strategy.


2. To always act as a positive role model.


3. To provide administrative and secretarial support to the headteacher, and teachers, including typing/word processing, taking minutes, making and receiving telephone calls, assisting in managing the school’s calendar, newsletters, and making arrangements for hospitality.


4. Act as front of house and communicate with pupils, staff, parents and visitors appropriately. Act as the first point of contact for parents, e.g. meet and greet at the front gate, reporting absences or making complaints. 
5. Ensure security and safeguarding protocols are communicated and understood by all visitors at the school.

6. Assist with maintaining general order in the school, e.g., clearing lost property
7. To operate the school telephone and e-mail systems.


8. To collect, count and record any money provided by parents to the school e.g. for school lunches, trips, breakfast and afterschool club.
9. To receive, record and bank cash and cheques received from pupils and staff in respect of educational visits, school photographs, After School club/Breakfast Club etc. and issuing receipts as required.
10. To deal with payment of invoices, recording details and preparing for authorisation.


11. To record school dinners daily and liaise with our catering team.       
12. To manage and monitor the breakfast and after school club bookings.


13. To prepare school prospectus and other documents for parents, governors and others.


14. To oversee tasks relating to new admissions and transfer of leavers and the maintenance of pupil data.

15. To oversee the administration of the school’s website and school’s ParentMail email and texting systems.


16. To complete statistical returns in a timely and accurate fashion e.g. the school census.


17. To undertake data input and maintain up to date records on pupil information.

18. To deal with administration in connection with new pupils and pupil transfers, including liaising over transport matters where necessary.


19. To undertake administrative duties in respect of pupil attendance, including following up of individual absences, in accordance with school absence policy.  Preparing reports and meeting with the attendance officer.  

20. To undertake administrative duties in respect of free school meals.
21. To assist with the organisation of school trips and act as the Educational Visit Coordinator.


22. To administrate and manage the AssessNet and Frontline H&S systems, ensuring the system is up to date and produce reports accordingly.


23. To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.


24. To undertake any other duties of a similar level and responsibility as may be required.

25. Willing to administer first aid as required and to undertake first aid training as appropriate.
26. To assist with school lettings as directed.

Job Title:  Office Administrator
	Attributes
	Essential
	Preferred

	Education/
Qualifications
	Educated to GCSE Level with Maths and English at Grade A*-C or equivalent

	RSA III or equivalent in Word Processing or Secretarial Skills

	Experience
	Minimum of 1 year’s school office experience
Experience of a range of school office admin tasks
Experience of school office ICT systems such as Arbor and Parentmail
Ability to juggle workloads whilst meeting deadlines
	Experience of on-line payment systems
Experience of minute taking.
Experience of processing financial transacions.

	Skills/Knowledge and Aptitude
	Good interpersonal skills
Good standard of ICT skills

Good organisation skills

Ability to solve problems on a day to day basis

Ability to work with minimal supervision and to act on own initiative

Ability to cope with conflicting demands, deadlines and interruptions
Empathy with children and young people
Ability to forge positive, professional relationships with adults
	

	Motivation
	Willingness to be flexible
Willingness to undertake further training as appropriate
	

	Other
	Willingness to undertake First Aid training

Adhering to the school’s stringent safeguarding procedures at all times

Adhering to the school’s Values and act as a positive role model
	Current First Aid certificate.


