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Reports to: School Business Manager / Senior Leadership Team 
Purpose of the Role: 
To provide efficient administrative support to ensure the smooth running of the school office, while leading on the monitoring, recording, and improvement of pupil attendance and punctuality, and managing the school’s online payment system to ensure accurate financial records and reporting. 
Key Responsibilities 
1. Office Administration 
· Act as the first point of contact for visitors, parents, and external agencies, ensuring a professional and welcoming reception. 
· Manage incoming calls, emails, and correspondence, directing queries appropriately. 
· Maintain accurate records, filing systems, and databases in line with data protection requirements. 
· Support the preparation of letters, reports, and school communications. 
· Assist with organising meetings, events, and staff cover arrangements. 
2. Attendance Leadership 
· Oversee daily attendance registers, ensuring accurate and timely completion. 
· Monitor pupil attendance and punctuality, identifying patterns and concerns. 
· Contact parents/carers regarding absences, following up in line with school policy. 
· Work with pastoral staff and external agencies to address persistent absence. 
· Produce attendance reports for senior leaders and governors, highlighting trends and areas for improvement. 
· Promote good attendance through initiatives, assemblies, and parent engagement. 
3. Financial Administration – Online Payment System 
· Administer the school’s online payment platform for meals, trips, and other activities. 
· Record and reconcile payments accurately, ensuring up-to-date balances for each pupil. 
· Generate financial reports for the School Business Manager and leadership team. 
· Follow financial procedures to ensure compliance with audit requirements. 
· Liaise with parents/carers to resolve payment queries promptly and professionally. 
4. Compliance & Safeguarding 
· Ensure all attendance and financial records comply with statutory requirements. 
· Maintain confidentiality and handle sensitive information with discretion. 
· Follow safeguarding procedures, reporting concerns promptly. 
 
Person Specification 
Essential: 
· Strong organisational and time-management skills. 
· Excellent communication and interpersonal abilities. 
· Proficiency in Microsoft Office and school MIS systems (e.g., SIMS, Arbor) and online payment platforms (e.g., ParentPay, Tucasi). 
· Attention to detail and accuracy in record-keeping. 
· Ability to work independently and as part of a team. 
Desirable: 
· Experience in a school or educational setting. 
· Knowledge of attendance legislation, safeguarding protocols, and school finance processes. 
 
	Person Specification 

	Criteria 
	Essential / Desirable 

	Qualifications 
	Essential 

	Administrative experience in a busy office 
	Essential 

	Experience managing attendance records 
	Essential 

	Experience using online payment systems 
	Essential 

	Experience in a school setting 
	Desirable 

	Proficiency in Microsoft Office 
	Essential 

	Accurate record-keeping & attention to detail 
	Essential 

	Knowledge of safeguarding & data protection 
	Essential 

	Knowledge of attendance legislation 
	Desirable 

	Organisational & time-management skills 
	Essential 

	Communication & interpersonal skills 
	Essential 

	Ability to work independently & in a team 
	Essential 

	Commitment to safeguarding 
	Essential 

	First Aid qualification 
	Desirable 

	TOTAL 
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