OFFICE ADMINISTRATOR JOB DESCRIPTION 
Post: 
Office Administrator
Responsible to: 
Head teacher, School Business Manager
Work in partnership with: 
Admin team, staff, governors, parents.
Salary Grade: 
Unified Pay Grade B 
Job purpose of Office Administrator: 
To provide a positive, friendly customer interface for the school
To provide a range of administrative and organisational processes within the school environment.  
Key Responsibilities:

Ensure customer care is maintained to a high standard.  Manage communications effectively and in a highly professional manner, in person on the phone and via electronic means (app and email system).  Ensure contact details are updated across all systems simultaneously.  Ensure a high level of confidentiality is maintained in all aspects of work.  Work within the requirements of the Data Protection Act / GDPR.  Respond to all general enquiries.
Maintain efficient administration office systems, ensuring the school office runs smoothly and systems are monitored. Provide cover for the main reception desk as necessary.
Be the primary ParentPay administrator for all charges including dinners, clubs, trips and residentials.  Perform year end and new pupil procedures and respond to all parent enquiries.  
Manage the booking system (School Interviews) for all school events and items including all after school sports and other clubs, dinner pattern changes, parents evenings and other ad hoc items.  Communicate to participants and those not gaining places and maintain event registers. 
Organise ongoing bookings and administration of the after school activity club coaches and other external providers and be their main point of contact.

Operate and maintain school information management system and the links between this system and others for information uploads.
Liaise with the Senior Leadership Team, drafting and producing correspondence, reports and documents.  Provide operational support and information to senior staff, the Governing Body and others.  

Ensure charges are applied for external advertising.  Produce and charge for letters requested by parents for non-school reasons. 

Ensure all safeguarding procedures are in place and adhered to, particularly in relation to the maintenance and updating of the Single Central Record.  
Monitor Free School Meal eligibility, ensuring correct recording across all systems.  Obtain copies of the required documentation from all eligible families for audit purposes.

Investigate costs for and book school trips as requested, co-ordinating related admin such as risk assessments and emails and forms to parents.  Respond to all queries from staff and parents relating to trips.  Maintain records of trip volunteer agreements.
Manage Parent Governor elections in conjunction with the Clerk to the Governors as they are required.

Assist with the marketing and promotion of the school.
Other duties and responsibilities: 

To carry out such other duties, at the request of the Headteacher or School Business Manager, as may be required commensurate with the scope and grade of the post
This job description is not exhaustive and may be reviewed as necessary as the post of needs of the school change.  Such changes will be made in consultation with the post holder.
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OFFICE ADMINISTRATOR PERSON SPECIFICATION
Knowledge, Training and Experience
· Educated to NVQ Level 3 / AS or A2 level or equivalent knowledge and experience

· Significant relevant office experience

· Knowledge of Data Protection, Safeguarding and confidentiality issues

· Knowledge of statutory requirements

· Knowledge and understanding of the school, school policies and procedures, and services to resolve queries and problems

· Knowledge and understanding of appropriate specialised systems and administrative procedures

· Able to use office equipment such as printers, copiers etc

· Proficient user of MS Office and MIS software
· Current First Aid qualification desirable
Communication and Influencing

· Establish and maintain effective and constructive relationships with pupils, parents and carers, communicating with them as appropriate to share information and inform them of school business through daily contacts and written communications

· May undertake reception duties including dealing with visitors, using courtesy, tact and diplomacy

· Provide advice, guidance and support on a range of non-teaching issues, to parents, pupils, Governors, staff and other members of the school community

· Build and maintain effective working relationships with colleagues and other agencies as required to ensure the appropriate level of service is provided

Skills

· Work within the school policies and procedures, guidelines and statutory requirements to organise, plan, allocate as required and deliver work in the short term

· Absorb information readily and speedily and work well under pressure

· Provide a range of administrative and organisational support services for the school eg liaison with customers, IT based tasks, operation of equipment and ICT packages and databases

· Use initiative to prioritise tasks of own workload. Deal with problems independently, seeking advice as necessary.
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