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Job Description
Grade: GR2

Job Purpose
To maintain the efficient day to day operation of the school office and procedures, working as part of a cohesive and supportive office team. To adhere to the school ethos and promote the agreed vision and aims of the school. To set an example of high standards of personal integrity and professionalism.

To manage own workload in an efficient and timely manner ensuring all deadlines are met. To undertake continuing professional development in a pro-active manner ensuring relevant training, courses and qualifications are undertaken and remain updated.

Key Responsibilities

Reception:
· Maintain and welcoming, safe and tidy environment at all times
· Monitor site security during school day and report any concerns immediately to SLT/Site Supervisor
· Greeting visitors to the school & ensuring all safeguarding and security protocols are maintained
· Dealing with telephone queries in a professional manner
· Distributing staff messages in a timely manner - urgent/safety/safeguarding immediately
· Dealing with general staff enquiries and requests
· Dealing with general visitor/delivery/parent enquiries and requests

General Administration 
· Monitoring school email and distributing to relevant staff
· Distributing post and correspondence including Governors 
· School stationery: raising orders on Arbor, maintaining stock levels, distributing - under direction of Finance Manager
· Organising and ordering all stationery required for start of each academic year and distributing under direction of Finance Manager. Maintaining suitable stock levels during the year
· Inputting of purchase orders and production of invoices under direction of Finance Manager.
· Receiving, checking and signing off deliveries and delivery notes ensuring any missing items are clearly notified to Finance Manager on the delivery sheet
· Distributing checked deliveries across school 
· Assist in recording monies received into the school office and into the cashless payment system under direction of Finance Manager
· General school correspondence e.g. trip letters, emails, text, letters to parents under direction of the School Administrator and School Manager
· Filing, photocopying and laminating
· Weekly monitoring of visitor system and liaising with School Manager to ensure that all visitors that meet requirement to provide DBS and be entered on the SCR are captured.

Arbor Pupil Administration – under direction of School Administrator
· Printing off morning afternoon registers & class lists for fire evacuation procedures
· Recording dinner numbers for dinner registers and onwards submission to school kitchen
· Maintenance of files and pupil records under direction of School Administrator
· Other miscellaneous work in connection with the school commensurate with grade

Other responsibilities
· Administration of Instrumental tuition for pupils
· Administration of Lunchtime and After School clubs
· Management of volunteer files and recruitment process
· First aid trained – supervision of children who are unwell, administering of medication

General
· Providing administrative support for other school staff as required 
· [bookmark: _Hlk15635285]Ensuring systems and procedures are electronic wherever possible and removing all unnecessary paperwork and manual systems
· Being proactive and forward thinking in all administration systems used in the office
· Be committed to the safeguarding and promotion of the welfare of children and young people
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, equal opportunities, reporting all concerns to an appropriate person
· [bookmark: _GoBack]Such other duties as may be commensurate with the grade and nature of the post.

Signed (Office Administrator):			Date: 	  

Print Name:				

Signed (Headteacher):			Date: 	

Print Name: 				






1. Supervision Received
0. Supervising Officer’s Job Title: School Manager
0. Level of supervision:
1. Regularly supervised with work checked by supervisor
2. Left to work within establishment guidelines subject to scrutiny by supervisor
3. Plan own work to ensure the meeting of defined deadlines

1. Supervision Given (excludes those who are indirectly supervised i.e. through others)
	Post Title
	Grade
	No of Posts
	Level of Supervision (as in 3.2 above)

	

	
	
	



1. Special Conditions
2. None
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Person Specification

Method of Assessment (MOA)
	AF	Application Form
	C	Certificate
	I	Interview
	T	Test or Exercise
	P	Presentation



	[bookmark: _Hlk15638373]Criteria
	Essential
	MOA

	Education/
Qualification
	GCSE or equivalent in English Language and Maths to minimum of Grade C or Level 5
	AF/C


	Experience
Relevant work and other experience
	Be able to demonstrate good level of experience in a similar role in education or strong evidence of transferable skills and abilities from a role outside of education.
Ability to use computerised office systems 
	AF/C/I/T


	Skills & Ability
e.g. written communication skills, dealing with the public etc.
	The ability to work under pressure, prioritise your workload with a proactive approach
An ability to fulfil all spoken aspects of the role with confidence using the English Language as required by Part 7 of the Immigration Act 2016
	AF/C/I/T


	Training
	Committed to undertaking CPD commensurate with post
	



	Criteria
	Desirable
	MOA

	Education/
Qualifications

	Professional training and qualifications applicable to post
	AF/C


	Experience
Relevant work and other experience
	Experience of using educational computerised systems such as Arbor, SIMs or Bromcom
Experience of working in a fast-paced environment

	AF/C/I


	Skills & Ability
e.g. written communication skills, dealing with the public etc.
	Able to deal effectively and professionally with public and present and maintain excellent ‘first impression’ for all site users
Good written and communication skills
Good time management skills
Ability to work as a team and support office roles

	AF/C/I/T


	Training
	First Aid or Emergency Aid trained
	AF/C/I

	
	Enthusiastic approach to CPD and in-house training 
	


All staff are expected to understand and be committed to Equal Opportunities in employment and service delivery.

Reviewed by:	Susan Thompson	Date:	22nd January 2026
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