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Chief Executive Officer: Mr Philip Webster      Chair of Trustees: Mr Andrew Brodie

New Bradwell School

JOB DESCRIPTION – OFFICE ADMINISTRATOR

JOB PURPOSE

The Office Administrator is the first point of contact for visitors to the school, parents, staff, and children. As the ‘face’ of the school the person should be welcoming, personable, helpful, and able to represent the school in a professional and friendly manner.

GRADE – SCP 4 (FTE £23,114) to SCP  7 (FTE £24,294) 

PRINCIPAL RESPONSIBILITIES

· To act as first point of contact for the school: welcoming visitors and responding in a helpful and constructive manner.
· Ensure that signing in procedures and safeguarding policies are strictly followed, making sure all visitors/volunteers/contractors can be identified by wearing clearly visible badges. 
· Communicating in person and by telephone with parents/visitors regarding all aspects of school life, receiving and confidently passing on information clearly and accurately.
· Be able to manage a wide variety of enquiries and requests using own initiative and referring more sensitive/confidential matters to appropriate staff. 
· Label/Name and distribute any items brought to the reception for pupils by parents throughout the day. 
· Delivering any letters/notes of communication to teachers prior to the end of the school day.
· Use of school IT systems. 
· Photocopying, including the distribution of completed work.
· General filing, including setting up and/or maintenance of systems.
· To assist with other clerical activities, as directed by the Office Manager, generally contributing to the smooth running of the school office





PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications and experience
	· Good basic education to GCSE standard or equivalent (GCSE grade C or equivalent in Maths and English)
· Entitled to live and work in UK
· working in a busy office environment
· 
	· NVQ level 2/3 in Administration or other secretarial qualification
· First Aid qualification

	Knowledge and skills
	· working in a busy office environment
· Good knowledge of and confident using Word and Excel
· communicate clearly, accurately and helpfully with staff, children, parents, visitors and handle all phone enquiries in the same way
· recognise the confidentiality of some kinds of information
· work effectively and efficiently under pressure
· good oral and written communication skills
· problem-solver with a ‘can-do’ approach
· 
	· working within education
· experience of MS office programs with an aptitude for new IT applications
· a knowledge of Arbor
· 


	Personal qualities
	· Adaptable
· Purposeful and resourceful
· Excellent communication skills
· Flexible & team player
· Ability to keep calm and focussed in pressurised situations
· Enthusiastic
· 
	





The Grand Union Partnership is committed to safeguarding and promoting the welfare of our children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be required to undertake relevant safeguarding checks in line with Government safer recruitment guidelines.
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