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	Job Description 

	Post title
	Office Administrator

	Salary
	NJC 3 – 7 (dependent on experience)
Likely hours 7:30am – 4:00pm

	Safeguarding Statement

	Wantage Primary Academy 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 practices. As part of the school’s safe recruitment procedures all staff regularly undergo enhanced DBS checks. 



	Main Purpose of the role

	· The office administrator will be a member of a small team, under the leadership and supervision of the Office & Finance Manager, and the Principal.

· He/she will work in the school office and will be the first point of contact for parents, children, practitioners and other visitors to the school.

· He/she will run the schools Breakfast Club.



	KEY ACCOUNTABILITIES

	Role Specific: Breakfast Club Lead

	· Breakfast Club Supervision (7:40am – 8:30am)
· Organise and supervise the daily Breakfast Club, ensuring a safe, welcoming, and positive environment for pupils before the start of the school day.
· Prepare and serve breakfast in accordance with food hygiene and health and safety requirements.
· Maintain accurate attendance records and ensure pupils are registered on arrival.
· Promote positive behaviour and support pupils' social interaction and wellbeing.
· Ensure safeguarding procedures are followed at all times and report any concerns in line with school policies.
· Set up and clear away breakfast club resources, maintaining cleanliness and tidiness of the designated area.
· Liaise with parents, carers, and school staff as required regarding pupil attendance and welfare.
· Support the smooth transition of pupils from Breakfast Club to their classrooms at the start of the school day


	Role Specific: Office Admin

	Communication:
· To ensure the school office is organised and welcoming and sets the correct tone for the school, answering emails, phone calls and other correspondence.
· [bookmark: _Hlk193976544]To receive enquiries made to the school and determine the appropriate priority of response and liaise with external agencies as appropriate.
· To ensure the school website and Facebook page is up to date and updated regularly, as appropriate.
· To forward EHCP information and requests to the SENCO and principal in a timely fashion and communicate any SEN parent needs, remaining professional, vague and confidential in communication.
General
· To receive enquiries made to the school and determine the appropriate priority of response and liaise with external agencies as appropriate.
· To support office manager to ensure all actions are met from audits, training and reviews
· To manage own inbox diligently 
· To manage office inbox 

MIS, pupil information and systems, including admissions:
· To use Arbor (our school’s MIS) to ensure smooth pupil transitions and to complete/ delegate administrative functions needed when pupils join or leave the school.
· To maintain the information for pupils and ensure the school Management Information System is accurate and up to date at all times. 
· [bookmark: _Hlk193976397]To manage clubs, trips, visits and parents’ evenings on Arbor
· Identify and update free school meals – eligibility checking and updating MIS. Check FSM, EAL, PP, NTP entries on MIS and ensure they are accurate and pull through to Insight
· Work with OFM and 123 ICT, add new pupils to Google Classrooms and manage evidence me for EYFS

Finance:
· To organise parent-based invoices and/ or payments (via MIS) nursery and breakfast club, premises hire, clubs, trips etc and WCC

Systems and ordering
· To support OFM to carry out the annual Website Audit
· To support the Principal and staff to manage the ordering and stock levels of school supplies. To order from known suppliers, following policy and procedure
· To support to organise pupil Flu vaccinations (annual task), Height and weight for Reception and Year 6 pupils (annual task), vision screening in Reception (annual task), School photos (annual task)
· To monitor and ensure correct stocks of First Aid materials and administer First Aid to pupils and medical administration of medicine – ensuring it is logged and followed by all parents, office and support staff. To ensure up to date communication for pupils with medical needs: (epipen paperwork, allergy paperwork)
· Send out Newsletters (check and distribute)

Additional responsibilities: 
· Parental consent (walking home, tutoring)
· Follow up on pupil absence
· Liaise with Fresh Start Catering regarding new starters, school trips, menus, logins etc. Liaise with kitchen regarding distribution of bands and class lists.
· Breakfast club and nursery lunch club registers – termly and as and when for ad hoc bookings
· All menus (including Christmas dinner organisation)
· Student update forms – annual checking with parents
· Birth certificates and admissions forms (nursery and school) including chasing codes
· Manage office mail inbox – daily
· Providing CTF files when children leave – as and when and chasing CTF files when new children start – as and when
· Parent’s evening (managing system and setting up evenings)
· Assist OFM with School and Nursery Admissions
· Ensuring the communal spaces are welcoming and tidy
· Supporting Nursery Lunch Club when needed

	Personal and Professional Conduct and communication

	· Have proper and professional regard for the ethos, policies and practices of the school. 
· Demonstrate positive attitudes, values and behaviours to develop and sustain effective working relationships and managerial/leadership skills.
· Have regard for the need to safeguard pupils’ wellbeing by following statutory guidance along with school polices and practice.
· Uphold values by respecting individual differences and cultural diversity. 
· Commit to improving own practice through self-evaluation and awareness.
· Ensuring appropriate confidentiality.
· Demonstrate resilience and the ability to cope with competing demands and busy periods
· Keep relevant knowledge up to date and reflect on own practice, identifying relevant professional development to improve personal effectiveness.
· Use resources effectively in order to support self-development.
· Demonstrate an understanding of health and safety in your daily practice ensuring that all policy and advice is followed.  Take responsibility for your own health and safety.
· Recognise and respect the role and contribution of other professionals, parents and carers by liaising effectively and working in partnership with them.
· Adopt a whole school approach when working with other school staff, external partners, parents and pupils. Show empathy, kindness and respect for all.
· To foster and maintain an efficient and productive relationship between home and school and all our stakeholders




	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 manage and lead 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 leading a small team in a busy office work environment
	
	
	Application and interview

	Experience of managing 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 Integris, Parentpay, Insight
	
	
	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 qualification
	
	
	Application 
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