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Job Title and Level
School Office Administrator
Pay Scale: B3 – C1
Main Purpose of the Role
The School Office Administrator at Castleton Primary School plays a crucial role as the welcoming face and organisational hub of the school. This position supports the smooth and efficient running of the school office within a busy two-form entry primary school. The role is pivotal in fostering a welcoming, safe, and professional environment that reflects Castleton’s core values of kindness, courage, and curiosity. The administrator ensures effective communication between parents, staff, children, and external agencies, contributing positively to the school’s vision of nurturing every child’s potential and empowering them to flourish.
Key Responsibilities and Duties
Reception and Communication
· Act as the primary member of the office team to greet parents, carers, visitors, and contractors warmly and professionally, embodying the school’s values.
· Act as the primary member of the office team to answer telephone calls, gate and door buzzers promptly, ensuring effective communication and safeguarding protocols.
· Welcome children and parents arriving late, recording arrivals accurately and accompanying children to class as required.

Attendance and Medical Administration
· Verify medical evidence for children’s appointments pre or post absence, liaising with parents/carers to ensure accurate records.
· Safely store and manage prescription medicine brought into school, dispensing in line with school policies and ensuring clear communication with parents/carers.
· Maintain accurate records of attendance.
· Support the induction process for new pupils, ensuring all paperwork is complete and accurate, seeking support from the office team as needed.
Financial and Resource Management
· Complete monthly banking of funds received from school visits, fundraising activities, fees, and other sources, ensuring accurate reconciliation.
· Manage the school milk account, ordering supplies to meet the needs of the school community efficiently and cost-effectively.
· Oversee the school inventory system, ensuring all purchases over £100 are recorded, itemised, and monitored for budget compliance.
Administrative Support
· Maintain manual and computerised record systems, ensuring information is kept secure and confidential in line with data protection legislation.
· Support the organisation of school trips, parents’ evenings, and other school events, including room bookings and equipment preparation.
· Provide administrative support to teaching and leadership staff as required, contributing to the smooth operation of the school.
Health and Safety and Compliance
· Ensure visitor checks, health and safety procedures, and safeguarding protocols are rigorously maintained at all times.
· Support compliance with school policies relating to admissions, safeguarding, and data protection.
Skills and Competencies
· Excellent interpersonal skills, with the ability to communicate clearly, warmly, and professionally with a diverse community including parents, children, staff, and external visitors.
· Strong organisational skills with attention to detail, capable of managing multiple tasks efficiently in a busy school environment.
· Proficient in using school management information systems like Arbour, Microsoft Office, and other relevant IT packages.
· Ability to maintain confidentiality and handle sensitive information with discretion and professionalism.
· Demonstrated reliability and punctuality, with a proactive approach to problem-solving and a positive attitude aligned with the school’s core values.
· Experience or aptitude in financial administration, including managing cash and banking procedures accurately.
· Understanding of safeguarding requirements and commitment to promoting the welfare and safety of children.
· Ability to work collaboratively within a team and contribute constructively to the wider school community.
Professional Development
Castleton Primary School values continuous professional growth and provides opportunities for the School Office Administrator to develop skills through training in areas such as safeguarding, data protection, first aid, and school administrative systems. The role offers scope to deepen expertise in school office management and to contribute to the ongoing improvement of administrative processes, aligned with the school’s commitment to curiosity, courage, and kindness.
Safeguarding
The School Office Administrator has a vital safeguarding responsibility to promote and ensure the welfare of all children in line with statutory guidance, including Keeping Children Safe in Education and the school’s safeguarding policies. Responsibilities include:
· Being vigilant and aware of any safeguarding concerns that may arise through interactions with pupils, parents, or visitors.
· Reporting any concerns or disclosures promptly to the designated safeguarding lead (DSL).
· Ensuring all visitor sign-in and entry protocols are strictly followed to maintain a safe school environment.
· Maintaining confidentiality but acting decisively in the best interests of children’s safety and wellbeing.
· Participating in safeguarding training and keeping up to date with relevant policies and procedures.
By fulfilling these duties, the School Office Administrator contributes to Castleton Primary School’s mission to create a safe, inclusive, and nurturing environment where every child can thrive and be the best they can be.
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