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JOB DESCRIPTION

TITLE:	Administrative Officer 	

GRADE:	Band 5  

PURPOSE OF POST:	The Administrative Officer is responsible for organising and managing the day-to-day administrative functions complementary to the teaching activities in the school

KEY ACCOUNTABILITIES
To actively promote the School’s Equal Opportunities Policy and observe the standard of conduct which prevents discrimination taking place

To maintain awareness of and commitment to the School’s Equal Opportunity Policies in relation to both employment and service delivery

To fully comply with the Health and Safety at Work Act 1974 etc, the School’s Health and Safety Policy and all locally agreed safe methods of work

To fully comply with the Safeguarding Procedures within the school

At the discretion of the Head Teacher, such other activities as may from time to time be agreed consistent with the nature of the job described above

To work with colleagues to achieve service plan objectives and targets

To participate in Employee Development schemes and Performance Management and contribute to the identification of own team development needs

Principal Responsibilities
· To answer the telephone, receive visitors to the school and answer routing enquiries from pupils, parents, school staff, school governors and outside agencies

· Be responsible for collating and distribution of documents and reprographic duties

· To complete returns for Cool Milk and fruit

· To produce flyers, posters, invitations etc. suitable for social media in order to keep staff, parents and governors aware of school events including organisation of the Parents Evenings

· To maintain the school’s website, social media pages and deal with emails to and from the school

· To manage general resources through regular stock checks, order goods and services used by the school in accordance with financial regulations and standing orders, including photocopier in absence of Admin Manager

· To complete the administration of school meals service within the school and liaise with appropriate contractors where necessary, including informing them of special requirements

· To organise first aid and training for all staff, school and nursery; administer first aid to children and adults as required 

· Administer medicines as requested by parents 

· To prepare lists of pupils who need to be examined or treated by Health Service staff, and to notify parents of the arrangements

· Control distribution of parent purchased uniforms and act as school liaison to uniform supplier 

· To gather, control and maintain student data on Arbor 

· Manage the pupil bookings of all school related clubs 

· To assist the admin manager with the completion of the annual Census return 3 times a year 

· To assist the admin manager with the completion of data returns in the Summer Term (EYFS, Year 1 Phonics, End of Key Stage 1)

· To ensure all data is sensitively handled and confidentiality maintained with regard to the Freedom of Information Act,  the Data Protection Act and GDPR guidance including medical needs, GDPR lists, Cool Milk, emails, signing in system

· To regularly access SSE and manage for school users as needed

· To ensure that the school meets its legal obligation to record the attendance of every student twice daily in the absence of the Attendance Officer

· Along with the Admin Manager, to contact parents in the event of a student being absent without reason in the absence of the Attendance Officer

· To assist with maintenance of admissions liaising with the Admissions Team at PCC, waiting lists and arrange admissions interviews. 

· Complete transition arrangements for new children to school in September, transition to other schools and mid-term entry: admission information, safeguarding, educational needs, medical needs 

· To coordinate with Inclusion lead to keep SEN data current.
 
· To inform the Headteacher of changes to the profile of the school every time it changes. 

· Attend meetings and training sessions as required



Signed:									Date:
Head Teacher:								Date:
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