Administrative Assistant Job Description (Full-Time)
Start Date: 1 September 2026
Main Purpose of the Role
The Administrative Assistant is responsible for supporting the school's administrative, financial, and organisational functions. As the first point of contact for parents/carers, visitors, and other stakeholders, the postholder will act as an ambassador for the school, consistently demonstrating its values, vision, and ethos in all interactions.
Duties and Responsibilities
Financial Responsibilities
· Manage payments and income for music lessons, educational visits, extra-curricular clubs, and breakfast club provision through the ParentMail system.
· Maintain accurate financial records and provide income and expenditure analysis as required.
· Order, monitor, and manage stock and supplies, ensuring best value for money at all times.
· Maintain creditor and debtor records to ensure compliance with invoice payment regulations and deadlines.
· Assist the School Business Manager in the preparation of financial and management reports.
· Monitor and manage dinner money debt recovery.
· Monitor and manage breakfast club debt recovery.
· Monitor and manage after-school club debt recovery.
· Administer and monitor the financial aspects of school trips and visits, ensuring accurate tracking of income and expenditure.
· Undertake any other financial duties commensurate with the grade of the post, as directed by senior leaders.
Administrative Responsibilities
· Act as the first point of contact for parents/carers, visitors, and external stakeholders, providing a professional and welcoming service.
· Manage the school reception, including maintaining daily attendance records, collating meal numbers, and distributing incoming emails to the appropriate staff members.
· Respond to a wide range of enquiries in a professional, courteous, and timely manner.
· Draft and send correspondence and email communications that reflect and uphold the school's vision, values, and standards.
· Support the promotion and marketing of the school.
· Maintain both manual and electronic management information systems, ensuring accuracy and compliance with agreed service standards.
· Book educational visits, events, and transport arrangements in collaboration with teaching staff, ensuring parents/carers are informed of relevant details and associated costs.
· Update and maintain content on the school website and social media platforms.
· Undertake any other reasonable duties appropriate to the role as directed by the School Business Manager, Headteacher, or other members of the Leadership Team.
Safeguarding Responsibilities
· Control access to the school site in accordance with safeguarding procedures, including signing in visitors, checking identification, and issuing visitor passes.
· Administer the school's online filtering and monitoring systems and report any safeguarding concerns in line with school policies and procedures.
· Maintain a clear understanding of safeguarding responsibilities and contribute to the school's commitment to keeping children safe.
General Responsibilities
· Promote and model the school's values by creating a welcoming, inclusive, and respectful environment for all members of the school community.
· Participate in relevant training and professional development opportunities to enhance skills and knowledge.
· Comply with all school policies and procedures relating to safeguarding, child protection, health and safety, security, confidentiality, and data protection, reporting concerns to the appropriate person.
· Support equality, diversity, and inclusion, ensuring equal opportunities for all.
· Recognise and support the contributions of colleagues and other professionals working within and alongside the school.
· Attend and actively participate in meetings, training sessions, and school events as required.

