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Monken Hadley CE Primary School

Seek what is good, treasure what is true, do what is right.


SCHOOL ADMINISTRATION

JOB DESCRIPTION

OFFICE ADMINISTRATOR

GRADE:	10-12

REPORTS TO:	 Head of School


Purpose

To provide a range of administrative and/or organisational processes within the school. This will include management of some part of the administration and/or financial processes
[bookmark: _GoBack]
Key Accountabilities

· Provide the administrative and organisational services and/or finance services to the school
· Contribute to the planning and development of administrative procedures and systems
· Analyse and evaluate data and information including creating and running reports
· Provide operational day to day support and information to senior staff, the Governing Body and others
· Process more complex forms, returns, including those to outside agencies, such as school census
· Produce and respond to correspondence for self and others
· Monitor and manage a limited range of stock within an agreed budget
· Operate school information management systems organise meetings and take notes/minutes, such as Governors meeting, School Leadership Team meetings
· monitor service contracts, school licences and insurance
· assist with marketing and promotion of the school
· manage the administration of facilities including use of school premises
· May be responsible for effective operation of payroll system

Planning and organising skills

· Work within the school policies and procedures organise, plan, allocate as required and deliver work that is usually completed in the short term

· Provide a range of administrative and organisational and secretarial support services for the school for example liaising with pupils, parents/carers, undertaking word processing and IT based tasks including operation of relevant equipment and ICT packages, such as MIS systems (Arbor, Integris, SIMS, etc.)

Knowledge, training and experience

· Significant relevant office experience
· Knowledge of Data Protection, Safeguarding and confidentiality issues
· Knowledge of internal and external guidelines and statutory requirements
· Knowledge and understanding of the school, school policies and procedures, and services to resolve queries and problems
· Some Knowledge and understanding of appropriate specialised systems and administrative and financial procedures
· Able to use office equipment, such as photocopiers, printers, laminators
· Proficient user of MS Office software	 
· Undertake stock checks and ordering of supplies and materials as appropriate;
· Organise arrangements for visits to the school and school events; 
· Undertake administration of admission process;
· Undertake administration of DBS checks; 
· Undertake monitoring of pupil attendance and run reports; 
· Organise meetings and take notes/minutes, such as teachers’ meetings, teaching assistant meetings;
· Marketing and promotion of the school, such as open days and evenings;
· Work within school policies and procedures using initiative to prioritise tasks and organise own workload; 
· Developing straightforward administrative procedures and contributing to the planning of systems and processes; 
· If required and after appropriate training, undertake first aid duties.


Knowledge, Training and Experience Required

· Educated to NVQ level 2 / GCSE Grade A-C or equivalent knowledge and experience; 
· Working at or towards relevant Business and Administration national occupational standards that underpin qualifications at level 2 or equivalent knowledge and experience;
· Excellent spoken and written English
· Numeracy skills appropriate to the role, including the ability to accurately and appropriately handle cash 
· Relevant office experience; 
· Knowledge of Data Protection, Safeguarding and confidentiality issues; 
· Knowledge and understanding of the school, school policies and procedures, and services to resolve queries and problems; 
· Thorough understanding of appropriate specialised systems and administrative and/or financial procedures used by school;
· Able to use office equipment, such as photocopiers, printers, scanners, laminators; 
· Proficient user of MS Office software and in-house software; 
· Undertake training as required, such as first aid training. 


Physical Effort of Role

· Normal office requirements including taking delivery and storing of stock and consumables as required.


Additional

· May be required to undertake training as required, such as knowledge of school, school policies and procedures and first aid training.
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