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Lindsworth School, Monyhull Hall Road, Kings Norton, Birmingham B30 3QA

Website: www.lindsworth.co.uk

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

An enhanced DBS check is required for all successful applicants. Successful applicants will need to provide evidence of their identity and Right to Work in the UK
JOB DESCRIPTION


JOB TITLE: 
School Administrator
SCHOOL:  
Lindsworth School
GRADE:
Grade 3 Point 9-22
HOURS OF WORK (TERM TIME ONLY)
:
20 hours per week (Monday-Friday – 9.30am–1.30pm)

1.0 JOB PURPOSE
1.1 Provide clerical and administrative support to the school to enable the delivery of a professional and efficient administrative service covering a range of school office functions.

1.2 Ensure that the school office operates efficiently and effectively.

1.3 Reception duties including meeting and greeting visitors.
2.0 DUTIES AND RESPONSIBILITIES

Reception duties
2.1 
Provide reception duties when required.
2.2
Ensure that the reception area is a welcoming environment with relevant information readily available for other stakeholders.

2.3
Receive, sign in, as per school procedures, and manage or direct pupils, parents and other school visitors as appropriate. Ensure that visitors are courteously and correctly received. Respond sensitively to anxious, distressed or impatient callers, whether by telephone or in person.

2.4
With the exception of parents, ensure that identity is checked and relevant documents have been received for all visitors who will be entering the school site.
2.5
Receive and relay promptly any telephone or other messages, deal as appropriate with routine enquiries. 
2.6 
Ensure that the arrival of students outside of normal school times is reported to the appropriate staff.
2.7 
Deal with deliveries and enquiries from staff, parents, trades people, etc.

Admin/Clerical:

2.8 Responsibility for administering the school’s admissions procedures and accurately 
maintaining the pupil-related information system.

2.9 Maintaining pupil personal profiles/records.
2.10 Compile pupil files for transfer to new schools.

2.11 Prepare returns and records.
2.12 Provide admin support for the completion of Education Health Care Plans (EHCP’s).
2.13 Work to deadlines in the preparation and submission of reports and returns of the 
LA/DfES.

2.14
To be responsible for the completion of the school Census, exclusion letters and other statutory duties relevant to the post.

2.15 Use the school’s electronic system to monitor and pursue the payment of school lunches.

2.16 Support the school in acquiring “best value” when ordering resources.
2.17
Be responsible for the management of the booking system for meetings. 
2.18
Supporting meetings, including taking, typing and distribution of minutes etc.

2.19
Record, stamp/frank and post outgoing mail.

General:
2.20
Prioritise workload with attention to our duty to address the welfare and safety needs of pupils.
2.21
Ensure that confidentiality is maintained in dealing with all information and materials and that information is treated in accordance with requirements of the Data Protection Act.
2.22 
Implement the agreed vision and aims of the school.
2.23 
Set an example of personal integrity and professionalism. 

2.24 
Be an effective team player. 

2.25 
Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.

2.26 
Keep abreast of current changes and undertake appropriate professional development including adhering to the principle of performance management.
2.27
Maintain a professional appearance, use accurate fluent English and always be a positive role model to our pupils.
2.28 Recognise own strengths and areas of expertise and use these to advise and support others.

2.29
Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
2.30
To adhere to the ethos of the school:

2.30.1 
To promote the agreed vision and aims of the school.

2.30.2

To set an example of personal integrity and professionalism.

2.30.3

Attendance at appropriate staff meetings and parents’ evenings

2.31
Any other duties as commensurate within the grade to ensure the smooth running of the school.
3.0 SUPERVISION RECEIVED: 

Supervising Officer’s Job Title:
H.R. Manager

4.0 CONDITIONS OF EMPLOYMENT 

The above responsibilities are in accordance with local agreements, LEA circulars and guidelines giving interpretations of conditions of service.

5.0 HOURS OF WORK

The normal working week is 20 hours – 9.30am to 1.30pm (Monday-Friday). Hours to be worked during term time only. 

6.0 HOLIDAYS


No annual leave to be taken during term time.


The details contained in this Job Description reflect the content of the job at the date it was prepared. However, it is inevitable that, over time, the nature of the job may change. Existing duties may no longer be required, and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.

In line with Single Status, this Job Description will be subject to an annual review. It may be amended at the request of the Headteacher or the post-holder, but only after full consultation between them.

If, following review and amendment, agreement is not reached, the appropriate procedures should be used for the settling of any disputes.

Observance of the City Council’s Equal Opportunities Policy will be required.

Job Description issued by the Headteacher.
June 2025
