[image: image1.jpg]"Where Effort Achieves’





JOB DESCRIPTION


	Post Title: Office Administrator
	

	Grade: Grade 4 SCP 6-11
	Workplace: New Leaf School
	

	Responsible to: Headteacher

	Date: September 2025
	

	Job Purpose:  To provide effective and confidential comprehensive administrative support in order to ensure the smooth and efficient running of the school.
Under the daily direction of the Headteacher to be responsible for the day-to-day organisation and administration of the school office and its procedures.


	Duties and key result areas:

Key Areas of Responsibility
Reception:

· Receive visitors, callers and inquiries, deal courteously and efficiently with all visitors, parents, local authority officials, medical officers, suppliers etc.

· To deal effectively with telephone calls, transferring callers to relevant staff and taking and passing on messages when required. 

· Receive all incoming calls/emails to the school, responding to, routing/taking messages. Obtain or make outgoing calls as requested. 

· To monitor entry systems for the main gate and reception area.

· Communicate and contact parents using telephone, email or in writing.

· To work both as part of a team or unsupervised, prioritising own work and meeting deadlines. 

· To prepare letters and carry out mailing of information using database/mail merge. 

· To word process, provide proof reading and formatting of letters, reports and other documents for both internal and external circulation. 

· Responsible for the provisions and providing refreshments as appropriate to visitors. 

· To support the organisation of school events. 

· Keep school office and meeting rooms tidy and presentable. 

· To be aware and support the school’s commitment to equal opportunities. 

· To ensure a commitment to equal opportunities in as aspects of practice. 
Pupil Welfare:

· To maintain accurate computerised databases (MIS/ SIMS) creating and updating records. 
· Access database to input, retrieve and interpret information on pupils and staff, including producing reports and statistics. 
· To maintain a log of all correspondence sent out to pupils/parents/carers. 
· To support the senior leadership team in ensuring that all school admissions and transfers are correctly documented and compliant with the Code of Practice.
· To demonstrate a commitment to the safeguarding of children and vulnerable adults, undertaking mandatory training within the school with particular reference to safeguarding. 
· Provide information and assistance on a wide variety of school matters to parents/carers, pupils, staff, LA and other schools as and when necessary.

· To oversee the admissions for students at New Leaf, including they download of CTFs.
· To lead, manage and support with on and off rolling students ensuring accurate records are kept.
· To promote Equality & Diversity in all contacts
· To carry out all duties in accordance with school policies.
Resource Management

· Order, monitor and manage stock, ensuring best value following the school’s purchasing processes 
· Provide advice and guidance to staff, pupils and others on administration systems and events that take place in school 
· Assist with procurement
· Assist with marketing and promoting the school 
· Assist with financial administration procedures and maintain appropriate records to satisfy audits 
· Assist with the organisation of premises repairs under the direction of the central business manager/ Deputy Headteacher

· Manage manual and computerised record/information systems 
· Keep the School Management Information System up to date when required and ensuring absences are logged 
· Support the high expectations of regular attendance in school tracking and monitoring attendance, issuing letters to parents as required in line with policy
· Provide personal, administrative and organisational support to other staff 
· Processing the food orders 
· Publishing the school newsletter and updating the school’s website 
· Assist with the management of admissions procedures
· Carry out filing, printing and photocopying, including interview documentation. 
· Maintain the operation of the printer and photocopier to ensure it’s ready to use at all times, resolving any issues as necessary 
· Assist with managing the school’s email inbox, ensuring the school meets its expected response times and emails are forwarded to the relevant staff member as necessary 
· Recording accurately and processing the census and workforce census to meet appropriate deadlines 
· To be the first point of contact for any platform in use by the school: telephone, email and face to face Enquiries. Ensuring any messages are relayed to the relevant person
· Manage and organise completed forms from parent
Administration

· Participate in and carry out any administrative and organisational tasks within the remit of the role, providing data returns (School Census), as requested by the Central School Business Manager/Senior Leadership Team.

Other Tasks/ Responsibilities

· All staff are to undertake all such other reasonable tasks commensurate with the post dependent on skills and experience as require. 
· Promote equality, diversity and inclusion. 
· Promote the school ethos in which the highest standards underpinned by trauma-informed practice are expected from all members of the school community.
Team Working and Collaboration

· Work as a team member and identify opportunities for working with colleagues and sharing the development of effective practice with them.
Fulfil Wider Professional Responsibilities

· Work collaboratively with others to develop effective professional relationships. 
· Communicate and co-operate with relevant external bodies. 
· Make a positive contribution to the wider life and ethos of the school.
Professional Development
· Regularly review the effectiveness of your role, refining your approaches where necessary responding to advice and feedback from colleagues.
· Be responsible for improving your skills, knowledge and experience associated with the role of Office Administrator, participating fully in training and professional development opportunities identified by the school or as developed as an outcome of your appraisal.
Other

· To have professional regard for the ethos, policies and practices of the school in which you work, and maintain high standards in your own attendance and punctuality 
· Undertake training, update or review sessions as required 
· Perform any reasonable duties as requested by the central School Business Manager or Headteacher.

· To be First Aid Trained, providing and administering any care, medical assistance to pupils
· Assist with organising parents’ afternoons/ evenings and other meetings and events, including the organisation of rooms and equipment, and providing refreshments as required.



Person Specification

	Essential Characteristics

	Qualifications

	· A recognized qualification in administration or a related field (e.g., NVQ Level 3 or equivalent).

	· Proficiency in computer applications, including Microsoft Office (Word, Excel, PowerPoint) and school management software (SIMS/CPOMs)

	· Current certification in First Aid or willingness to undertake formal training.

	Experience

	· Demonstrable experience in administrative roles, preferably within an educational environment.

	· Proven ability to manage schedules, communication systems, and record-keeping efficiently.

	· Experience in organizing events, meetings, and school functions.

	Skills

	· Highly developed organizational skills, with the capacity to prioritize and handle multiple responsibilities effectively.

	· Excellent interpersonal and communication skills, both verbal and written, suitable for engaging with diverse stakeholders.

	· Ability to work collaboratively within a team and contribute to the school's operational goals.

	· Attention to detail, ensuring accuracy and consistency in administrative processes.

	Personal Attributes

	· A professional and discreet approach to handling sensitive or confidential information.

	· A commitment to the ethos, policies, and values of the school.

	· Punctuality, reliability, and a strong sense of responsibility.

	· An enthusiastic attitude towards professional development and continuous improvement.

	Special Requirements

	· Flexibility to work outside regular hours to support school events and meetings.

	· An ability to respond promptly and effectively to unforeseen situations, showcasing initiative and adaptability.

	Desirable Characteristics

	Qualifications

	· Additional certifications or qualifications in office management, data management, or education administration.

	Experience

	· Experience in using specialized school software such as SIMS or similar platforms.

	· Previous experience in handling parental engagement activities and coordination of events.

	Skills

	· Competence in managing financial or budgetary tasks within an educational setting.

	· Knowledge of additional languages, particularly those spoken within the local community.

	Personal Attributes

	· A creative approach to problem-solving and innovation in administrative processes.

	· A strong understanding of diversity and inclusion principles, contributing positively to the school ethos.
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