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	This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.



	Post  Title
	Office Administrator
	Post No
	

	School
	Castle Bromwich Junior School

	Salary Band/Range
	Band C  £ 27709 - £ 30515 (actual £ 22469 - £25298)

	Responsible to
	Business Manager



	Location
	CBJS

	DBS Check 
	Enhanced and Barred List

	Special Conditions
	35 hours per week, term-time only (including inset days) (8.30am – 4.00pm)



	1.
	Job Purpose
To be an integral part of the school office, assisting in the smooth running of administrative processes. The office administrator will be responsible for a range of administrative tasks in the school office including uploading and maintaining the school’s Management Information System (MIS), assisting other office staff where required and acting as a first aider.



	2.
	Key Responsibilities

	

	
	2.1
	Main Duties

	
	
	School Administration Officer
Job Purpose
· To provide efficient, professional and confidential administrative support to the school, ensuring the smooth day-to-day operation of the school office and reception. 
· The postholder will undertake a range of administrative, organisational and operational responsibilities, working closely with the Headteacher, Senior Leadership Team (SLT), staff, pupils, parents and external agencies.
· The role will have specific responsibilities for coordinating educational visits, maintaining pupil medical information, supporting the school's management information systems and assisting with HR and financial administration. 
· The postholder may be required to undertake a ‘lead’ role in a specific area of responsibility and be accountable for the development and successful implementation of this area, within the team and across the school. 
Key Responsibilities and Duties
1. School Office and Administration
· Support the day-to-day running of the school office, providing a welcoming, helpful and professional service to pupils, staff, parents and visitors.
· Provide reception cover, ensuring telephone calls and visitor enquiries are dealt with efficiently and courteously.
· Oversee and maintain effective administrative systems and procedures, ensuring accuracy, efficiency and confidentiality.
· Act as a key point of contact for staff, parents, external agencies and other stakeholders regarding administrative and organisational matters.
· Support the Headteacher and Senior Leadership Team with general administration, correspondence, reports and other organisational tasks as required.
2. Educational Visits Coordination (EVC)
· Act as the school's Educational Visits Coordinator, supporting the planning, organisation and coordination of educational visits and off-site activities.
· Liaise with teaching staff, external providers and relevant organisations to ensure visits are organised effectively.
· Monitor the completion of relevant documentation, including risk assessments, approval forms and other required records.
· Ensure educational visits are organised in accordance with school procedures and relevant local authority and national guidance.
· Provide advice and administrative support to staff to help ensure visits are safe, well planned and appropriately authorised.
3. First Aid and Pupil Medical Administration
· Act as a designated first aider, maintaining appropriate and up-to-date first aid qualifications.
· Ensure first aid supplies are appropriately maintained, replenished and readily available.
· Maintain accurate records of first aid incidents and treatment in accordance with school procedures.
· Maintain and update pupil medical information on the school's health and safety software system.
· Ensure pupil medical records are accurate, accessible to authorised personnel and handled confidentially.
· Support the effective administration of pupil medical needs and associated health and safety procedures.
4. Management Information Systems (MIS) and Data Management
· Manage and maintain the school's Management Information System (MIS), such as Arbor and other data bases utilised by school.
· Ensure pupil and school information is accurately recorded, regularly updated and maintained.
· Support the effective use of the MIS by relevant members of staff.
· Maintain the security and confidentiality of school information, ensuring compliance with UK GDPR, Data Protection legislation and school policies.
· Assist with the production of reports and the provision of accurate management information as required.



5. Human Resources and Financial Administration
· Undertake HR-related data entry and maintain accurate staff information and records.
· Provide administrative support for HR processes and documentation as required.
· Assist with selected financial administration duties, ensuring information is recorded accurately and procedures are followed.
· Support the processing and maintenance of relevant financial records and documentation.
General Responsibilities
· Maintain the highest standards of professionalism, confidentiality and customer service.
· Work collaboratively with colleagues to support the effective operation of the school.
· Follow all school policies and procedures, particularly those relating to safeguarding, health and safety, confidentiality and data protection.
· Undertake relevant training and professional development to support the requirements of the role.
· Carry out any other reasonable duties commensurate with the responsibilities and grade of the post.
Additional Information
· This job description is not intended to be a complete or exhaustive list of all duties and responsibilities attached to the post. It is recognised that the role may develop over time, and the postholder may be required to undertake additional duties and responsibilities, following consultation, in response to the changing needs and priorities of the school.


	
	2.2
	People

	
	
	· Working collaboratively and co-operatively with all other colleagues

	
	2.3
	Safeguarding

	
	
	· The Trust is committed to keeping children, young people and vulnerable adults safe. 
· The post holder is responsible for promoting and safeguarding the welfare of the children, young people and vulnerable adults for whom she/he is responsible or comes into contact with.

	
	2.4
	Financial

	
	
	· This role has some financial responsibility.
· The postholder may be required to hold a purchase card and will be required to comply with all relevant conditions of use.

	
	2.5
	Buildings & Equipment

	
	
	· Responsible for the correct use and handling of equipment. 
· Some responsibility for ensuring that the correct equipment/resources are available for use.
· Some responsibility for ordering and maintain supply of equipment and resources

	
	2.6
	Health & Safety

	
	
	· The post holder will be responsible for his/her own health and safety. 
· The post holder will have responsibility for specific areas of Health and Safety as detailed in the Trust Health and Safety Policy and the school Local Arrangements and other relevant policies e.g. Pupils with Medical Needs. 
· The post holder will be required to prepare Risk Assessments
· All duties and responsibilities must be carried out in line with the specific requirements detailed in the Trust Health and Safety policies. 

	
	2.7
	Policies & Procedures

	
	
	· The post holder will be accountable for ensuring that he/she is aware of relevant Trust and school policies and that all duties and responsibilities are carried out in line with the appropriate policies and procedures.

	

	3.
	Other Conditions

	
	3.1
	Mobility

	
	
	· Whilst this post is initially to a specific post, the post holder may be exceptionally required to transfer to any post appropriate to their grade at such a place as in the service of the Trust they may be required.

	
	3.2
	Equal Opportunities

	
	
	· The Trust is committed to Equal Opportunities and expects all staff and volunteers to recognise and value differences and to treat everyone with dignity and respect. 

	
	3.3
	Variations to Job Descriptions

	
	
	· Due to changing customer demands, duties and responsibilities are likely to vary from time to time and the School and Trust therefore retains the right to amend job descriptions to reflect changing requirements. 

	
	3.4
	Training and Development

	
	
	· The Trust is committed to the personal and organisational development of the individual. The post holder will be encouraged to identify job-related development needs.

	
	3.6
	Core Qualities & Leadership Framework

	
	
	· The Trust expects all staff to demonstrate the behaviours in the Personal Development Framework and where appropriate, those in the Leadership Framework, to an acceptable level. 



	Compiled/Reviewed by:
	Julie Whitehouse

	Date:
	November 2026
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