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Headteacher: Tracy Hall			Assistant Headteacher: Hayley Ilsley
Deputy Headteacher: Julie Fellows			Assistant Headteacher: Matt Thomson



School Administrator Job Description 
	Name
School Administrator
	Starting Date:  

	Salary Grade:  
F6 – F8 £25,989 - £26,824 (FTE)
Actual Salary:
£22,254.85 – £22,969.88

 
 
	 
	Status of Post: Permanent  
 37 hours per week, 39 weeks per year (term time + 1 weeks) 

Monday to Friday 8:00am-4:00 Monday to Thursday
Friday 8:00am-3:30pm 

	Responsible to: 
Office Manager 
	
	Review Date: 

	Responsibilities: 
Administrative support for the school and its leadership team.  
	Specific focus for administrative post will be discussed with successful applicants. This may include: 
· Student administration 
· Finance administration 
· Operations administration


 
Core Responsibilities: 
· To provide efficient and effective school administrative support to the school and its leadership team. 
· Co-ordinate a range of administration functions for the school ensuring the smooth operation of the school office. 
· Help in Reception when needed.
· Undertake a range of appropriate administrative duties to facilitate and support the work of the school, under the direction of the Office Manager and Headteacher. 
 
General Administration: 
· Liaise on behalf of the school leadership team with outside agencies as required, including making outgoing telephone calls as required and requested.  
· Deal with enquiries from staff, governors and external agencies.  
· Production of a range of detailed documents to meet the needs of the school team. 
· Filing and retrieving records, setting up and operate basic filing and retrieval systems for the school to support efficient record management and compliance with data protection/ GDPR requirements 
· Record Keeping, maintaining a wide range of manual and computerised records/management information systems to meet agreed service standards and support efficient school management  
· Assist with pupil welfare, such as first aid, school trips and events, liaising with appropriate colleagues and acting within agreed policies and procedures to meet the needs of the school. 
· Participate in team development activities and assist colleagues when appropriate to support the achievement of individual and team performance and development objectives.  
· Arrange orderly and secure storage of supplies to ensure a safe working environment. 
 
 
The post holder may be asked to complete other such duties as may be appropriate to achieve the objectives of the post to assist the school achieve its targets and fulfilment of objectives commensurate with the post holder’s salary grade, abilities and aptitudes. 
The post holder must, always, carry out her responsibilities with due regard to school policy, organisation and arrangements under Health and Safety at Work and equal opportunities.  















 
Administrator Person Specification 
All essential unless desirable stated 
	 
Qualifications 
	Educated to GCSE Grade C in English & Maths (or equivalent). Word Processing qualifications at intermediate level (Or equivalent). 
NVQ Level 2 Administration/Finance (or equivalent) (desirable). 

	 
Experience 
	Relevant experience of administrative tasks. 
Confident use and experienced in use of Microsoft Office products: Word, Excel, Outlook and Access. 
Previous experience in a school office environment (desirable). 
A flexible and versatile approach to work. 
Experience of working with MIS systems(desirable). 
Good teamwork skills. 
High level communication skills in writing and on the telephone. 
Ability to work to tight deadlines and on own initiative. 
Ability to maintain data protection and confidentiality. 
 

	 
Training 
	Willing to attend relevant training. 
Prepared to undertake training, when necessary, on the educational software packages e.g. Arbor. 
Prepared to undertake training in school administration qualifications. 
Familiarity with health and safety regulations. 
A qualified First Aider (desirable) training can be provided. 
 

	Circumstances 
	Flexibility of hours as above. 

	 
Personal Qualities 
	Well organised and able to plan workload schedules. 
Work as a member of a team. 
High level of accuracy and attention to detail. Show initiative & self-motivation. 
 

	 
Practical and 
Intellectual Skills 
	Keyboard skills. 
Good spelling and grammar. 
Excellent verbal & written communication skills. 
 

	Other 
	Satisfactory DBS safeguarding checks and satisfactory references. 

Desirable knowledge and understanding of MIS school management systems
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