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	Job Description 

	Post title
	Office Administrator at Sires Hill Primary Academy

	Start date 
	September 2026

	Responsible 
	Office & Premises Manager (OPM)

	Salary
	£24,796 - £26,403 Annually (FTE). Pro rata will be subject to hours. 
NJC 3 – 7 (dependent on experience). 

Paid for 44.6 weeks (39 working weeks + 5.6 weeks paid holiday)

	Hours/day
	20 hours per week
8:30 – 12:30 
Monday - Friday

	Safeguarding Statement

	Omnia Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All adults are required to adhere to the school’s safeguarding policies and practises. As part of the school’s safe recruitment procedure all staff regularly undergo enhanced DBS checks




	Main Purpose of the role

	
The Office Administrator plays a key role in the smooth and efficient running of the school office, providing a friendly, professional and welcoming first point of contact for pupils, parents, staff, visitors and external agencies.

Working as part of a small administrative team under the direction of the Office & Premises Manager, the postholder will provide high-quality administrative support across a wide range of school functions. As a growing school, this role offers the opportunity to contribute to the development of office systems and processes as the school continues to expand.


	KEY ACCOUNTABILITIES

	Role Specific: Office Admin

	Reception and Communication:
· Act as the first point of contact for visitors, parents, pupils and external agencies, ensuring a professional and welcoming environment.
· Answer telephone calls, emails and other correspondence, responding appropriately or directing enquiries to the relevant member of staff.
· Manage the school office email account and maintain an organised approach to correspondence.
· Receive visitors, ensuring all signing-in, safeguarding and visitor procedures are followed.
· Communicate professionally, sensitively and confidentially with parents, carers, staff and external agencies.
· Forward EHCP information and requests promptly to the SENCO and Principal, ensuring any communication relating to pupils with additional needs is handled with discretion and confidentiality.
· Support the Office & Premises Manager with updates to the school website, social media and other school communications, as required.
· Prepare and distribute the school newsletter.
· [bookmark: _Hlk193976397]To be responsible for the administration of attendance fines and liaising with OCC and other bodies.
· To be responsible for updating late pupils in the registers and escorting to classes.


Administration and School Systems
· Maintain accurate pupil and staff records using the school's Management Information System (Arbor).
· Manage the administration of school clubs, educational visits, events, parents' evenings and the school shop using Arbor.
· Assist the Office & Premises Manager with admissions for both the school and nursery, including liaison with the Local Authority and other external organisations.
· Complete the administrative processes required for pupils joining or leaving the school, including the transfer of pupil records.
· Assist with maintaining accurate records for statutory returns and funding requirements.
· Process free school meal eligibility checks and maintain associated pupil information.
· Support routine administration within Arbor, including start and end of academic year processes.
Attendance and Pupil Administration
· Monitor daily attendance and follow up unexplained absences with parents and carers.
· Record and code attendance in accordance with Department for Education guidance.
· Process leave of absence requests and maintain accurate attendance records.
· Identify persistent absence and report concerns to the Senior Leadership Team.
· Administer attendance referrals and fixed penalty notice processes where required.
· Update late arrivals and escort pupils safely to class when appropriate.
Finance and School Operations
· Support the administration of parental payments and invoices, including nursery, breakfast club, school visits, clubs, meals and lettings.
· Assist with the ordering of stationery, resources and other school supplies in accordance with school procedures.
· Support the organisation of annual events including school photographs, vaccinations, health screening programmes and parents' evenings.
· Liaise with catering providers regarding pupil information, menus and related administration.
· Maintain pupil consent records and annual data collection processes.
Medical and General Support
· Support the Office & Premises Manager in maintaining records relating to pupils with medical needs, including care plans and medication documentation.
· Support the Office & Premises Manager and trained staff with first aid provision and the administration of prescribed medication in accordance with school policies and appropriate training.
· Assist with maintaining stocks of first aid supplies.
· Support the administration of educational visits and other school activities as required.

Additional responsibilities: 
· Lunchtime duty, supervision in hall and/or outside and hall cleaning to support in the event of staff absence.
· Support with parents and pupils during drop offs and pick-ups from the office, including coordinating and phoning parents and contacts who do not turn up.


	Personal and Professional Conduct and communication

	Professional Responsibilities
The postholder is expected to:
· Demonstrate professionalism, integrity and confidentiality at all times.
· Support the ethos, values and vision of the school.
· Safeguard and promote the welfare of children by following statutory guidance and school policies.
· Build positive working relationships with pupils, parents, colleagues and external agencies.
· Demonstrate resilience, flexibility and the ability to manage competing priorities in a busy school environment.
· Maintain accurate records and pay close attention to detail.
· Keep professional knowledge and skills up to date through training and professional development.
· Work in accordance with the school's Health and Safety Policy and take reasonable care for their own health and safety and that of others.
· Promote equality, inclusion and respect for all members of the school community.
· Work collaboratively as part of the wider school team and contribute positively to the continued development of the school.
This job description outlines the principal duties and responsibilities of the post. It is not intended to be an exhaustive list, and the postholder may be required to undertake other duties appropriate to the role and commensurate with the grade of the post, as reasonably requested by the Principal or the Office & Premises Manager.

· 



	Person Specification

	
	Essential 
	Desirable 
	Assessed through

	Education
	
	
	

	GCSE or equivalent in English and Maths (NVQ Level 2, Key Skills Level 2) 
	
	
	Application 

	Level 2/3 NVQ in Business Administration (or other similar qualification)
	
	
	Application

	Finance qualification
	
	
	Application

	Skills and Abilities
	
	
	

	Ability to work calmly under pressure and adapt quickly and effectively to changing circumstances/ situations whilst remaining firm and fair
	
	
	Application and interview

	Ability to work as part of a team and communicate effectively with children and adults (good oral and written skills)
	
	
	Application and interview

	Good organisational skills and ability to work to deadlines – must be self motivated and team player
	
	
	Application and interview

	Ability to work in an office team and be able to work during busy periods whilst remaining calm
	
	
	Application and interview

	Ability to work on own initiative and make decisions
	
	
	Application and interview

	Experience
	
	
	

	Experience of working busy office work environment
	
	
	Application and interview

	Experience of working in a school office
	
	
	Application and interview

	Excellent numeracy and literacy skills
	
	
	Application and interview 

	Experienced user of ICT packages (Word, Excel, Outlook are a minimum requirement)
	
	
	Application and interview

	Working knowledge of Arbor
	
	
	Application and interview 

	Experience of using Financial software (preferably Access, although training can be given on this package)
	
	
	Application

	Knowledge of Health and safety processes
	
	
	Application 

	First Aid at Work and/or Paediatric First Aid training qualification
	
	
	Application 
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