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Headteacher: Mr Simon Jackson BAQTS (Hons) NPQH


St. Leonard’s Church of England Primary School

Job Description: Office Administrator 

Grade 3 - Salary Spine point 5 to 6 - £31,086 to 31,530 (actual £28,592 to £29,002)
35 hours per week. Term time plus 1 week.
Responsible to: 
Head Teacher

Main Purpose: 
To provide a primary point contact for all enquiries into the School Office and to 

ensure the effective operation of the School Office the administrative functions of 

the school  

Key Responsibilities
Reception

· Support the day-to-day operation of the School Office.
· Manage school entry system and ensure visitor safeguarding procedures are followed at all times.

· Handle incoming enquiries, telephone calls, emails and face-to-face communication. 

· Manage school’s main email inboxes.
· Build positive relationships with parents and staff. 

· Ensure the office is kept tidy, organised and in good order at all times, making sure there are sufficient office resources available.

Administration 

· Maintain pupil data including applications, admissions, medical and dietary.

· Manage meals, meal register and administration of free school meals.

· Administer Nursery funding and invoices.  

· Assist in generating statutory and non-statutory reports and returns, including the School Census.

· Assist in the arranging of school clubs, including advertising, registers and payments.

· Assist in the arranging of Parents Evenings.
Admissions and Pupil Administration

· Manage admissions processes for nursery and in-year admissions.

· Coordinate school visits for prospective parents.

· Support pupil enrolment and transition procedures.

· Maintain accurate admissions records and waiting lists.

· Help maximise pupil recruitment and minimise vacant places.

Human Resources Administration

· Liaise with the Trust Central HR Team to support recruitment processes including advertising, safer recruitment checks and onboarding.

· Maintain personnel records securely and accurately.
· Liaise with the Trust Central HR Team, payroll, pensions, occupational health and other HR providers.

· Support induction arrangements for new staff.

Finance 

· Provide accurate and timely information to the Trust Finance Team.

· Support financial administration processes and record keeping.

· Ensure purchase orders, invoices and related documentation are processed efficiently
Premises, Health and Safety

· Work closely with the Site Manager and Trust colleagues to ensure the school site is safe, secure and well maintained.

· Update the schedule of premises-related contracts and compliance checks.

· Update the administration of health and safety procedures, risk assessments and fire safety records.

· Support lettings and community use of the school premises.

· Ensure safeguarding considerations are embedded in all premises and contractor arrangements.
Contract and Supplier Management

· Monitor contracts with external providers including ICT, catering, cleaning, maintenance and other services and liaise with Trust Central Procurement Business Partner.

· Monitor contractor performance and escalate concerns where necessary.

· Ensure procurement processes provide best value for money.

· Support the identification and procurement of new services when required.

Safeguarding

· To safeguard and promote the welfare of children and young people.

· To follow school safeguarding procedures and statutory guidance.

· To report concerns in line with school policy.

· To maintain appropriate levels of confidentiality at all times.
PERSON SPECIFICATION
	Personal attributes
	

	Be well presented, hardworking, trustworthy, caring and able to empathise with others
	Essential

	Ability to work successfully as a team member, establishing effective working relationships and flexible working practices
	Essential

	Ability to work under pressure in a constantly changing and demanding environment and remain professional at all times.
	Essential

	Ability to communicate effectively both orally and in writing using standard English

(including being able to respond appropriately to Trust Central, staff, governors, pupils, outside agencies and the Local Authority)
	Essential

	Be able to fully respect and engage in the Christian life of an Anglican school
	Essential

	Qualifications
	

	Educated to a minimum of GCSE Grade A-C (4+) in English and Maths 
	Essential

	School Administration qualification or other qualification relevant to supporting office administration 


	Desirable

	Experience, Knowledge and Skills
	

	Ability to undertake a wide range of finance, personnel and administrative tasks 
	Essential

	Ability to collate statistical data and present in written reports 
	Essential

	Experience of providing high-level administrative support and managing workloads and deliver within agreed timescales.
	Essential

	Experience of implementing and following a range of administrative and technical policies and procedures.
	Desirable

	Experience of analysing data, problem solving and project management  
	Desirable

	Experience of premises or site management including knowledge of the application of Health & Safety school/college setting and the carrying out of risk assessments  
	Desirable

	Experience of using information systems including computerised systems (Arbor) in an administrative environment  
	Desirable

	Ability to analyse and interpret complex information, make recommendations, manage change a have an impact on future planning.
	Desirable

	Proven numeracy skills
	Essential
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