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Job Description

School Administrator 


	Job title: 

	School Administrator
	
	Ealing GLPC Grade: 4
	

	
	
	
	
	

	School:
	John Chilton School
	
	Post No:
	

	Line manager:
	School Business Manager

	Supervisory responsibility:
	None, apart from assisting in work familiarisation of new members of staff.

	Hours:
	32.5 Hours per week (8AM-3.30PM 40 weeks term time only)


Main purposes of the job

· Under the instruction of senior staff, provide routine general, clerical and administrative support to the school

· To be responsible for promoting and safeguarding the welfare of children and young people within the school

Main responsibilities and tasks

Organisation

1. To undertake reception duties, answering routine telephone, face-to-face enquiries and signing in visitors.

Administration

2. Work in the front office, to undertake reception duties, answering the telephone, face to face enquiries and signing in visitors.

3. Manage manual and computerised record/information systems and databases, including maintaining pupil filing system and contact folders.

4. Analyse, evaluate data/information, and produce reports/information/data as required.

5. Undertake typing and complex ICT based tasks, including taking minutes at meetings.

6. Provide administrative and organisational support to other staff. 

7. Undertake routine administration to support school events.

8. Provide a range of general clerical/admin support EG photocopying ,filing, faxing, standard forms, responding to routine correspondence, opening/sending out post, typing, updating diary and sending letters out to parents via various forms of media including email and text.

9. To be responsible for updating single central record as appropriate for visitors/contractors to the school.

10. Co-ordinate logging of photocopier faults across the school.

11. To be responsible for all administration relating to pupil attendance – Ensure pupil registers are completed by staff on SIMS, absences reported to senior staff and unexplained absences followed up as necessary or escalated to family worker.
12. To be responsible for preparing daily fire registers from SIMS. 

13. To be responsible for logging Accident reports and collating data for senior leaders in relation to this for further analysis.

14. To be responsible for all administration relating to supply staff , issuing of passes/first day inductions/updating of single central record etc.

15. To be responsible for ensuring correct administration relating to school trips/visits is completed and filed.  

16. To be responsible for logging site issues reported to the site staff and producing a tracking document to allow regular follow up.

17. Assist with hospitality for programmes/events/visitors.

18. Assist with marketing and promotion of the school.

19. Be responsible for the school minibuses; booking out for staff and arranging regular maintenance 
20. Carry out day to day liaison with transport providers site appropriate
Resources
21. To take responsibility for ensuring that efficient and safe routines are maintained concerning collection, security and distribution of cash.

22. To be responsible for ensuring general stock within the school are maintained to the required levels and distributed as required.

23. Be responsible for sending out end of year pupil reports and relevant data sheets

24. Be responsible for pupil and parent questionnaires

Responsibilities

25. Be aware of and comply with polices and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.

26. To adhere to school health and safety policy including risk assessment and safety systems.

27. To adhere to school policy on equality and diversity.

28. To contribute to the overall ethos and aims of the school.

29. To appreciate and support the roles of other professionals.

30. Participate in training opportunities and professional development as required.

31. Undertake similar clerical duties commensurate with the level of the post as required by the Head teacher.
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