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Job description: Academy Administration Assistant 
The Primary School administrator is responsible for providing effective and efficient day‑to‑day administration of the school office. Ensuring smooth, efficient operation and a welcoming environment for pupils, parents, staff, and visitors. The role plays a key part in supporting safeguarding, pupil wellbeing, communication with families, and the effective running of the school.

30 hours per week Mon-Friday 8am-2pm, Friday Term time plus 5 training days 
Department: School Office
Manager: School Business Manager
Grade: OAT Grade 2 – NJC 4-5








What you will deliver
Administrative Support
· Manage the school office, ensuring all administrative systems run effectively. 
· Maintain accurate pupil records. 
· Handle all correspondence including letters, emails, DOJO messages and phone enquiries. 
· Act as a key point of contact between teachers, senior leaders, support staff, and external agencies.
· Prepare reports, documents, data and communication as required. 
· Process admissions and leavers as required. 
· Work together with the office team to ensure the office is covered at all times during the school day.
· To keep up to date with changes to KCSIE and partake in all training as required for the role, for example- Safeguarding level 2. 
Front‑of‑House & Parent Communication
· Provide a friendly, calm, and professional first point of contact for parents, carers, visitors, and pupils.
· Manage enquiries in person, by phone, and by email, dealing with issues sensitively and efficiently.
· Support positive relationships with families, recognising the pastoral and community nature of a primary school.
· Produce and manage school communications such as Arbor, DOJO, emails, and messages from senior leaders.
Pupil Administration & Welfare
· Oversee pupil admissions, transitions, leavers, and maintenance of accurate pupil records and report updated records to the LA.
· Maintain pupil data on the school MIS, ensuring accuracy for census and statutory returns.
· Support pupil welfare by coordinating first aid arrangements, medication records, and contact with parents as required.
· Complete the school census twice a year. 
· Accurately track and report the school dinners daily to the kitchen.
· Order and manage the cool milk system for pupils. 
Safeguarding & Wellbeing
· Act as a key part of the school’s safeguarding culture.
· Understand and follow safeguarding thresholds and procedures, escalating concerns appropriately.
Finance & Resources 
· Support the administration of school finances, including ordering and processing invoices
· Process trip administration and payments, including communication with parents. Ensure the upkeep the school trip system, evolve.  
· Ensure best value in purchasing and maintain records of resources. 
Health & Safety & Compliance
· Support health and safety administration, including visitor management and accident reporting
· Ensure office systems support compliance with policies, procedures, and statutory requirements.
· Maintain accurate records for audits, inspections, and visits (e.g. Ofsted).
Systems & Data
· Update and ensure accuracy of school administrative systems, including MIS and document storage.
· Produce reports and information for senior leaders, governors, and local authorities as required.
· Ensure data protection and confidentiality at all times.
Your skills and experience 
Essential
· Proven experience in a administrative role. 
· GCSE Grade C/ 5 or above in English at Maths 
· Excellent communication and interpersonal skills. 
· Strong organisational skills and ability to prioritise in a busy environment. 
· High level of IT competence and accuracy with data. 
· Ability to deal sensitively with confidential and safeguarding‑related information.
Desirable
· Experience of working with children and families in a professional setting.
· Experience working in a primary school. 
· Experience of working with children and families in a professional setting. 
· Knowledge of school MIS systems (e.g. SIMS, Arbor, Bromcom). 
· Financial or HR administrative experience. 
· Relevant qualification in administration or business.

Any other duties commensurate with the grade and nature of the job description.
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