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Job Description

Job Title:

School Administrator
Grade: 

5
Managed by: 

Academy Business Manager
PURPOSE OF JOB

The jobholder provides, under the direction of their manager and day-to-day supervision of the Lead Administrator:
· administrative support for the completion of effective support services in the running of the school

· a point of contact for parents and visitors, ensuring information flows are effective
· support and co-ordination of various routine and ad-hoc activities in school

KEY OUTCOMES

Administration

· Data / statistics are collated and reported, for example, accidents in school, training records, pupil medical notes etc. using spreadsheets and databases.  

· Data such as new starter details input into management information system (SIMS).
· School information is provided to enquirers / disseminated to parents/carers as appropriate.
· School communications, such as texts/letters sent to parents/carers.
· Files and filing systems are set-up, maintained and information is swiftly retrieved from them.

· School records are archived in line with procedures.
· Organisation and co-ordination of various school activities/events and tasks such as cycling proficiency, first aid training.
· From information provided by the headteacher or other colleagues:

· Weekly newsletter/blog is produced and disseminated

· School website and social media platforms are monitored and updated
· Minutes of meetings are taken, “typed-up” and distributed as and when required.  

· Photocopying and scanning of documents is undertaken.
· Resources such as stationery and first aid supplies and are monitored and stored appropriately and replenished as needed. 
· Provide cover and/or support for absent support staff colleagues.
· Administrative support given to Senior Leadership Team as required.

Financial Administration

· Supplies and equipment are ordered / sourced as directed by staff when required.
· Deliveries are taken and signed for as appropriate. 

· Cash and contactless payments are collected from pupils or parents/carers for various school initiatives/events, uniform items etc.

· Petty cash is maintained as and when needed in the absence of other staff.
Reception/Messenger

· Greet visitors and answer enquiries based on knowledge of established school procedures and / or direct people to further sources of information e.g. website.
· Other enquiries are received and passed-on to the appropriate person.
· Incoming telephone calls are answered and pupil absences are recorded.
· Messages are taken and relayed to colleagues, parents/carers and pupils in a timely and appropriate manner. 

· Documents are collated and distributed to colleagues, parents/carers and pupils.

· Mail is sorted and distributed.
· Equipment, resources and lost property are sorted and distributed as appropriate.

Use of ICT, ICT Support 

· Complex data (for example information on leavers and starters) is inputted on to databases and spreadsheets, under direction of the supervisor.
· Letters, communications and publications compiled using Microsoft Word, Outlook, Publisher and other communication systems, including our website. 

· Reports are produced from databases and spreadsheets and new databases / spreadsheets are created.

· Social media sites such as Facebook, Instagram and X used to promote the school through regular posts/updates.
· Support is provided to colleagues – for example explaining how systems work, resolving simple ‘how to’ enquiries and undertaking simple repairs to office photocopier / printer.
Pupil and Staff Support

· Administration of medicine to children under strict rules

· First aid is co-ordinated under supervisor guidance and administered to pupils
· Training co-ordinated and booked under the direction of the supervisor

GENERAL

General Accountabilities
A.
Undertake duties in compliance with the Academy’s core values, Excellence, Faith and Community
B.
Complying with all policies relating to health and safety, safeguarding, child protection, equal opportunities and Codes of Conduct

C.
Being aware of the Academy’s legal obligations under the Data Protection Act 2018 and General Data Protection Regulation.
D.
The postholder must ensure that output and quality of work is of a high standard and complies with current legislation / standards 
E. 
Treat all information acquired through employment, both formally and informally, in strict confidence
F. 
Be aware of and support differences to ensure all pupils have equal access to opportunities to learn and develop.
This job description will be kept under review and may be amended from time to time, following consultation with the post holder, to reflect changing needs of the school.
Employee Specification
JOB TITLE: School Administrator GRADE 5

	ESSENTIAL (Must have)
	DESIRABLE      (Should have)
	ADVANTAGEOUS (Could have)

	Knowledge & Experience

Business administration experience of a minimum of 1 year.

NVQ Level 2 or equivalent in Business / School administration and / or equivalent experience 

Competence in ICT spreadsheets and computer based systems, word-processing, e-mail and relevant databases (SIMS etc).

Capability to use standard procedures including:

- the collecting and recording of money, training records etc.
-ordering of resources and maintaining stock levels 

Language and communication skills: Higher level of fluency.  Able to ask complex questions to understand their needs and be able to advise on the necessary actions to be taken and the information that must be captured accurately.  

Abilities & Aptitudes
Adept and willing to work independently and cooperatively as part of a team

Ability to cope with changing and challenging priorities with excellent organisational and time management skills.

Ability to use spoken and written communication skills to ensure that contacts, who may be unfamiliar with the education system, may be enabled to understand the situation which needs resolution and passing accurate information to relevant staff members 

Good interpersonal skills with both pupils and adults
Ability to organise complex material and appointments.

Ability to retrieve, send and use email and internal systems

Maintain confidentially with both written and verbal communication.
	Knowledge & Experience
Experience of working in a service orientated environment
Knowledge of school administration systems.

Abilities & Aptitudes
First Aid Certificate 
Ability to cope under pressure

	Knowledge & Experience
Previous, varied experience of working with children and families
Knowledge of statutory regulations
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