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Job Description 
At Southern Education Trust, we are driven by a shared mission 
of
M
ak
ing
 L
ives 
B
etter
.We
’re
 a community of schools built on 
our values
: 
K
ind, 
C
reative and 
C
ollaborative
, 
w
orking together
to
 help
every child
 - 
and every colleague 
–
 thrive
.
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	School
	The Harbour School

	Grade
	Band D

	Contract
	Term Time plus 3 weeks

	Reporting to
	PA to the Headteacher



Purpose of the job

To provide an efficient, client-focused administrative service, supporting the School across administration, data management, and financial processes, while maintaining effective and efficient procedures.


Key areas of responsibility 

· Contribute to effective administrative and financial processes that support the School's strategy, objectives, and statutory obligations. 
· Deliver high-quality administrative support, ensuring processes comply with School policies and are completed within agreed timescales. 
· Coordinate annual reviews for learners, including scheduling meetings, liaising with stakeholders, preparing and distributing documentation, and supporting parental involvement throughout the process. 
· Support the Central Services Team with financial administration and related procedures. 
· Manage school correspondence, including letters, emails, telephone enquiries, parent liaison, reports, and postal procedures. 
· Monitor and order administrative resources, including stationery, first aid supplies, furniture, and IT equipment. 
· Maintain accurate physical and electronic student records and document management systems. 
· Undertake reception duties, welcoming visitors and following safeguarding procedures. 
· Maintain notice boards and school communications, ensuring information is current, clear, and well presented. 
· Maintain accurate student information within Arbor and other school databases. 
· Upload student documentation to external agency databases within required timescales. 
· Record and maintain student attendance data in line with School and Local Authority requirements. 
· Arrange and coordinate student lunches and transport.


Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 





Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· GCSEs or equivalent in Math’s and English
	· Relevant qualification in office administration.

	Skills & Knowledge

	· Experience of administrative functions from working in an office environment. 
· Sound working knowledge of IT software in common use, including the Microsoft Office suite (specifically Word and Excel). 
· Experience of entering/updating data into a database in an organisational setting. 
· Appreciation of the importance of confidentiality in all aspects of work. 
· Good written and verbal communication skills.  Ability to communicate effectively with wide ranging audiences, including colleagues, clients, Students and parents. 
· Good organisational and time management skills. 
· Ability to prioritise tasks and ensure deadlines/timescales are met. 
· Ability to enter data into, and retrieve data/information from, large databases. 
· Ability to work constructively as part of a team. 
· Ability to work independently and using own initiative. 
· Well-developed IT skills. 

	· Experience of dealing with varied client groups as the first point of contact. 
· Knowledge of school admin processes 
· Knowledge of Child Protection practice and procedures. 
· Knowledge of Keeping Children Safe in Education. 






	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.

	







	Other Factors
	
· Satisfactory Safer Recruitment Checks
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