ST MICHAEL'S CHURCH OF ENGLAND PREPARATORY SCHOOL	JOB DESCRIPTION
JOB DESCRIPTION
Office Administrator
Responsible to:  Bursar
Salary:  Actual Salary: £15,750 per annum
Hours of Work:  8.00am – 4.30pm, four days per week, term time only (plus attendance at occasional INSET days as required).
Job Purpose
To provide a welcoming, professional and efficient administrative service as part of the School Office team. The Office Administrator will be one of the first points of contact for parents, pupils and visitors and will support the smooth day-to-day running of the School by providing high-quality administrative assistance to the Bursar, Headmaster, teaching staff and wider school community.
The post holder will work collaboratively with colleagues to ensure that the School Office operates efficiently and that all visitors receive an exceptional first impression of St Michael's.
KEY RESPONSIBILITIES
Reception and Front of House
■  Provide a warm, professional and friendly welcome to all visitors, parents, pupils and contractors.
■  Answer incoming telephone calls promptly and direct enquiries appropriately.
■  Respond to general email enquiries in a timely and professional manner.
■  Manage visitor signing in procedures and ensure safeguarding requirements are followed at all times.
■  Receive deliveries and distribute post throughout the school.
■  Maintain a tidy, welcoming and well-organised reception area.
School Office Administration
■  Provide general administrative support to the School Office.
■  Prepare letters, forms, documents and reports as required.
■  Undertake photocopying, scanning, filing and document management.
■  Maintain accurate electronic and paper filing systems.
■  Assist with the ordering of stationery and office supplies.
■  Support the organisation of school events, meetings and activities.
■  Assist with maintaining pupil records and school databases.
■  Ensure confidentiality is maintained in accordance with GDPR requirements.
Supporting Teaching Staff
■  Prepare teaching resources and classroom materials as requested.
■  Assist with the production of letters, educational packs and parent information.
■  Support the administration of school trips, fixtures and educational visits.
■  Help coordinate diaries, room bookings and administrative arrangements where required.
■  Provide day-to-day administrative assistance to teaching staff to enable them to focus on teaching and learning.
School Communications
■  Coordinate and prepare the weekly Friday communications for parents and staff.
■  Ensure communications are accurate, well presented and distributed within agreed timescales.
■  Assist with updating information on the school's communication platforms where required.
■  Support the production of newsletters, notices and other school correspondence.
General Responsibilities
■  Work flexibly as part of the School Office team.
■  Demonstrate a professional, courteous and positive manner at all times.
■  Promote the school's values and ethos in all interactions.
■  Attend training and staff meetings as required.
■  Undertake any other duties commensurate with the grade of the post as reasonably requested by the Bursar or Headmaster.
PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Excellent organisational skills and attention to detail.
	✔
	

	Strong written and verbal communication skills.
	✔
	

	Confident using Microsoft Office, particularly Word, Outlook and Excel.
	✔
	

	Ability to prioritise a varied workload and meet deadlines.
	✔
	

	Professional, approachable and welcoming manner.
	✔
	

	Ability to work both independently and as part of a team.
	✔
	

	Commitment to maintaining confidentiality.
	✔
	

	Previous administrative experience in a busy office environment.
	✔
	

	Experience of working within a school environment.
	
	✔

	Experience using school management information systems (e.g. Engage or similar).
	
	✔

	Understanding of safeguarding and GDPR requirements within education.
	
	✔

	Experience preparing communications or newsletters.
	
	✔



Safeguarding
St Michael's School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. The successful applicant will be subject to an Enhanced DBS check, satisfactory references and all safer recruitment procedures.
This Job Description outlines the main duties of the post. It is not intended to be an exhaustive list and may be reviewed and amended from time to time to meet the changing needs of the School. The post holder may be required to undertake other duties appropriate to the grade and responsibilities of the role following consultation with the Bursar.
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