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School Administrator
Job Description

Grade: GR3
1. Job Purpose
1.1 Support the school with provision of an effective and professional service

2. Key Responsibilities
2.1 Confidential work for school such as preparation of confidential reports and general issues 
2.2 Responsible for the school admissions process via Impulse, compile pupil files for transfer to new school within 48 hours of pupil leaving school, import/export CTF files
2.3 Operate, maintain and develop the administrative procedures/policies and systems of the school, generally organise, plan and control workloads and procedures; interpret the provision of regulations and directives, and give advice on matters within the scope of the job.
2.4 To work to deadlines for submission of reports/data as required

2.5 Complete the termly School Census
2.6 Supporting with Educational Visits
2.7 Such other duties as may be commensurate with the grade and nature of the post
2.8 Reception Intake process regularly liaising with the EYFS lead
2.9 Communicate with parents via Groupcall, manage payments via ParentPay, parents’ evening booking system School Cloud
3. Supervision Received

Supervising Officer’s Job Title: School Business Manager
3.1 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 objectives
4. 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)

	
	
	
	


5. Special Conditions

5.1 None

Person Specification

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


	Criteria
	Essential
	MOA

	Education/

Qualifications

NB:  Full regard must be paid to overseas qualifications.
	
	AF/C



	Experience in the whole Admissions process, Impulse
	
	AF/I

	Experience in SIMS/FMS
	
	AF/I

	Experience in designing reports SIMS/CMIS
	
	AF/I

	Experience in completing the School Census termly
	
	AF/I

	Experience in completing the End of Year procedures on the school’s MIS
	
	AF/I

	Skills & Ability

e.g. written communication skills, dealing with the public etc.
	*Delete if not applicable  

*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

	

	Training
	
	

	Other
	
	


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