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      Kingsbury Green Primary School  
Job Description
Role:


Admin Officer
Salary/Scale:

Scale 5, Points 12-17 (£27,711- £30,060)     
Hours:


Full time, Term Time (inc. CPD days) plus 3 weeks per year



           8.00am-4.30pm (Mon – Thurs) 8.00am-3.30pm (Fri)



30 mins lunch per day

Closing Date:
Friday 21st February 2025 at 4.00pm
Shortlisting:

Monday 24th February 2025 (candidates will be contacted by end of day)
Interview Date:
Thursday 27th February 2025

Start Date:

21st April 2025 or sooner 
Kingsbury Green is a community school for children aged 3 – 11. We serve a diverse, multi-cultural community, valuing the richness our local area brings to the school. We have wonderful children, very supportive parents and an excellent team of hardworking professionals who are ambitious for all children and determined that they will succeed through the care, learning and direction they receive here.

We are looking for someone who can:
· Build relationships and communicate effectively with families, pupils, visitors and staff.
· Remain calm under pressure, be flexible and can multi-task.
· Work with minimum supervision as they are self-motivated and use their initiative.
· Complete work to required timescales and to high quality standards.
· Use SIMS, Excel, ParentPay, and other IT software including Microsoft form/docs etc. highly effectively.
1. PURPOSE OF JOB

1.1 To provide a professional, helpful and friendly “front of house” reception experience for all visitors to the school and school staff.
1.2 To provide general administrative and communications support to teaching and administrative staff of the school.

1.3 To provide administrative support for members of the senior leadership team.

1.4 To contribute to the overall ethos, work and aims of the school.

2. DIRECTLY RESPONSIBLE TO:

The Head teacher
3. FUNCTIONALLY RESPONSIBLE TO: 
The School Business Manager
4. RESPONSIBLE FOR:


Not applicable

5. PRINCIPAL ACCOUNTABILITIES AND RESPONSIBILITIES

5.1 Provide general clerical and administrative support for the school. Take the lead in ensuring that key information is shared quickly/confidentially as appropriate.
5.2 Maintain computerised records and management information systems, providing accurate lists or data as required by colleagues or compliance bodies.

5.3 Assist with the induction of new members of staff and visiting staff.

5.4 Take the lead on the annual admissions processes for Nursery and Reception as well as in year admissions.
5.5 Assist with preparing data for governors, SLT and census.

5.6 Complete standard forms, respond to routine correspondence.
5.7 Ownership of the school’s admin email address, ensuring all correspondence received is actioned/answered/forwarded as appropriate.
5.8 Undertake typing, word-processing, spreadsheets, databases and other IT-based tasks.
5.9 Carry out routine administration procedures including: 
· handling incoming and outgoing post; 
· maintaining and collating pupil reports;
· update the school diary and annual planner;
· maintain the school website ensuring it is updated regularly;
· administration of School Money cashless system, keep a record of payments linked to trips, lunch monies, music tuition, breakfast club, other clubs etc. Follow up on missed payments or accounts in debt that have reached a specific threshold.
· support maintaining stocks/supplies and distributing materials across the school;
· supporting with general financial administration, e.g. processing orders for equipment and supplies; collecting in payments etc;
· arranging and/or undertaking, document production services;
· taking the administrative lead on school lunch provision.
5.10 Will lead on a range of communication methods with the school community e.g. website, texts, emails, parent2teacher software as well as support the school’s use of social media.

5.11 Support SLT to create school letters and newsletters.
5.12 Support SLT in creating/updating the annual prospectus and information for new starters.
5.13 Undertake reception duties, including responding to general telephone and personal enquiries, and signing-in visitors.

5.14 Provide advice and guidance to staff, pupils, families and others.
5.15 Organise school trips efficiently, taking responsibility for the bookings and co-ordination of all trip requirements alongside the EVC and teaching staff.
5.16 Assist with planning, organising and overseeing of whole school events and performances.
5.17 Provide admin support linked to music peripatetic lessons; liaise with BMS, send letters, create lists and timetables, liaise with families, keep track of instrument hire etc.
5.18 Assist in the running of parent governor elections as required.
5.19 Attend meetings as and when required.

5.20 Take notes at, and produce records of, meetings as required.
5.21 Participate in training and development activities and programmes.
5.22 Appreciate and support the role of other professionals.
5.23 Lead on and maintain the Single Central Record 
5.24 Be aware of and comply with policies and procedures, and report all concerns to an appropriate person, in respect of:

· child protection and wider safeguarding
· health, safety and security,

· confidentiality, and

· data protection (GDPR).
5.25 Contribute to the school’s commitment to equality of access to opportunities to learn and develop for all pupils.
5.26 Undertake these duties within agreed school objectives, policies and procedures and promote the school’s equal opportunity policy.
5.27 The duties above are neither exclusive nor exhaustive and the post holder may be required by the head teacher to carry our duties within the context of the job, skills and grade.
Date of Issue:


______________________________________
Signature of Post Holder:

______________________________________

Signature of Headteacher:

______________________________________

Person Specification
	Qualifications and Experience:

	1. Educated to at least GCSE level or equivalent, including English and Maths.

2. Previous administrative experience, preferably in a school or education setting.

3. Experience using office software packages (e.g., Microsoft Office, Google Suite) and basic IT systems (e.g., email, internet, databases).

4. Knowledge of school administration processes, including admissions, attendance monitoring, pupil records, and general office management.

	Skills and Knowledge:

	5. Strong organisational skills with the ability to manage multiple tasks and prioritise effectively.

6. Excellent communication skills, both verbal and written, with the ability to interact confidently with staff, students, parents, and external agencies.

7. Ability to handle sensitive and confidential information appropriately.

8. Knowledge of safeguarding protocols and commitment to child protection.

9. Ability to work under pressure and adapt to changing priorities in a fast-paced school environment.

10. Proficiency in data entry, and the ability to manage and update school databases and systems.

	Personal Attributes:

	11. Friendly, approachable, and professional demeanour with the ability to build positive relationships with staff, parents, and visitors.

12. Self-motivated and proactive with a high level of initiative.

13. Team player, able to work collaboratively with colleagues and support school leadership.

14. Positive, can-do attitude and strong problem-solving skills.

15. Reliable, punctual, and committed to maintaining a high standard of work.

	Working Knowledge:

	16. Understanding of school policies and procedures, particularly in relation to student welfare and administrative practices.

17. Familiarity with the local authority's administrative procedures and systems (desirable).

18. Experience of working with or knowledge of SIMS (School Information Management System) or similar school management software (desirable).
19. Knowledge of basic GDPR rules and regulations 

	Additional Requirements:

	20. Ability to manage telephone, email, and in-person inquiries professionally and efficiently.

21. Ability to support the school with general administrative tasks such as filing, photocopying, handling correspondence, and preparing reports.

22. A flexible approach to duties and willingness to take on new tasks as required.

23. A commitment to continuing professional development and willingness to attend training as necessary.

	Desirable Criteria:

	· Knowledge of the local area and community within Brent.

· Experience in managing school budgets or financial systems.

· First aid certification (or willingness to undertake training).

· Knowledge of other languages spoken within the local community (desirable but not essential).


This person specification outlines the ideal candidate’s skills and attributes for the role of School Administrator. We are looking for a dedicated, organised individual who will thrive in a dynamic, supportive environment and contribute positively to the smooth operation of the school.
JD – Admin Officer at Kingsbury Green Primary School January 2025

