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Job Description

JOB TITLE: School Administrator

Job content

To assist the SLT to maintain the efficient running of the school by providing the full range of administrative and clerical support to the Headmistress and provide high standards of customer service.

Communication

To operate the school communication systems such as telephone, e-mail and website.

To relay messages, contact parents/carers and other external agencies. Provide a high standard of customer service. Attend and participate in relevant meetings as required.

Typing and Word Processing

Preparing and typing letters, reports, timetables, class lists, agendas, curriculum documents, forms for support services etc. Use of various software packages.

To prepare school prospectus and other documents.

To complete statistical returns in a timely and accurate fashion.

Reprographic Work

Photocopying, collating and assembling staff documents etc.

Filing and Office Management

Assist in maintaining the filing system for all official documents and retrieve information as required. Contribute to the maintenance of an orderly office.

Pupils

To undertake data input and maintain up to date, accurate records on pupil information, including end of year procedures. 
To support curriculum development 
Teacher support

Assist with supervision of pupils in emergencies. 

Staff 
Maintain personal record records. Support and assist recruitment and induction procedures.
To complete sickness absence returns in respect of all staff.

To assist in ensuring the necessary returns connected with salary and wages are completed by the required deadlines and to support school bursar as required.
School orders

Place orders for curriculum materials, receive goods and check against delivery notes and copy orders. Contact suppliers regarding deficiencies, damage or discrepancies.

Extra-curricular support
Maintain and update information and registers for school clubs and peripatetic staff.
Miscellaneous duties

Such duties of a similar nature as all above as the Headmistress may reasonably require.
To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

Bowdon Preparatory School is committed to safeguarding and promoting the welfare of children, and expects all its staff and volunteers to share this commitment. Offers of employment are subject to a satisfactory enhanced DBS disclosure and other employment checks.
