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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Administrator
Salary:	Band 7, SCP 11 to 17
Hours of Work:	37 Hours per week, TTO 
[bookmark: _Hlk204262793]Working pattern: 	Monday to Thursday 7:45am to 4:00pm, Friday 7:45am to 2:15pm
Post Status:	Permanent
Disclosure level:	Enhanced
Responsible to:	Head of School

Role Overview
The postholder provides professional reception and administrative support, maintaining key school systems, managing enquiries, and assisting with admissions, attendance and HR processes to ensure smooth, efficient daily operations.

Responsibilities
· Set up, maintain and operate efficient office systems, including manual and computerised information retrieval systems.
· Provide professional reception services to visitors, staff and students, ensuring safeguarding protocols are always followed.
· Respond proactively and professionally to a wide range of enquiries from stakeholders via telephone, email, letter or in person.
· Maintain the upkeep, cleanliness and organisation of the reception area when on duty.
· Photocopy, print, scan, distribute and file documents as required.
· Draft, type and produce reports, letters, minutes and other documents as directed.
· Input data accurately into computerised records and management information systems (Bromcom, Staffsafe).
· Issue messages, distribute incoming mail and communicate with staff and students as appropriate.
· Order and maintain stationery and office supplies for the central admin office and faculties.
· Support administrative and organisational tasks for staff, students and wider stakeholders.
· Prioritise tasks effectively under the direction of SLT.
· Support safeguarding processes and procedures as required.
· Maintain excellent levels of customer service at all times.
· Support excellence in teaching and learning through efficient administrative operations.
· Work professionally and in accordance with all school policies and procedures.
· Process pupil admissions, transfers and leavers in line with school procedures.
· Maintain, update the school Bromcom system, including processing daily school registers and resolving attendance queries.
· Maintain the Single Central Record (SCR) relating to regular visitors, volunteers and contractors.
· Support HR administration including staff absence, holding return‑to‑work meetings, and maintaining up‑to‑date staff training records.
· Support the school’s recruitment process and completing associated administration.
· Manage and maintain all reception‑related logs as required, including the schools Inventory system.
· Undertake any other reasonable duties required by SLT.
PERSON SPECIFICATION – Administrator
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Good standard of general education (e.g. GCSE English & Maths or equivalent)
	*
	
	A/C

	Knowledge of school administrative processes
	*
	
	A/I

	Understanding of safeguarding and child‑protection expectations in a school environment
	*
	
	A/I

	Knowledge of GDPR and the handling of confidential information
	*
	
	A/I

	First Aid qualification (or willingness to undertake training)
	*
	
	A/C

	Knowledge of Bromcom or similar MIS
	*
	
	A/I

	Understanding of HR administrative processes
	
	*
	A/I

	EXPERIENCE
	
	
	

	Experience working in a busy administrative or reception environment
	*
	
	A/I/R

	Experience dealing with enquiries from a range of stakeholders
	*
	
	A/I

	Experience maintaining computerised records or management information systems
	*
	
	A/I

	Experience working in a school environment
	
	*
	A/I

	Experience supporting HR tasks such as absence monitoring or recruitment administration
	
	*
	A/I

	Experience processing admissions, attendance or pupil data
	
	*
	A/I

	Experience handling confidential and sensitive information
	*
	
	A/I/R

	SKILLS 
	
	
	

	Excellent communication skills (verbal and written)
	*
	
	A/I

	High level of accuracy and attention to detail
	*
	
	A/I/R

	Strong organisational and time‑management skills
	*
	
	A/I

	Ability to prioritise tasks effectively to meet deadlines
	*
	
	A/I

	Competent IT user, including Microsoft Office and data systems
	*
	
	A/I

	Ability to work calmly and professionally under pressure
	*
	
	I/R

	Ability to take accurate minutes and produce clear documentation
	
	*
	A/I

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Professional, welcoming and customer‑focused manner
	*
	
	I/R

	Positive, proactive and flexible attitude
	*
	
	I/R

	Ability to work effectively as part of a team
	*
	
	I/R

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference




N.B.  We will require an enhanced DBS check for the successful candidate.



[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.

Carlton Academy Trust is an equal opportunities employer.
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