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School Administrator – Job Description Sherwood Foundation School 


Job Title:				School Administrator 
Education/Qualifications:	A good general standard of education (5 A-C GCSE’s or equivalent) including GCSE (grade C or above) or equivalent in English & Maths is essential.

Accountability:	To provide an effective administrative support role at the school focused on the needs of the pupils, the Headteacher, Deputy Headteacher, the Senior Leadership Team and teaching staff.   

[bookmark: _heading=h.d8dtm874ubn9]Grade:	Grade 4/5 Salary Range Points 7-15
School:                                             Sherwood Foundation School with an expectation to work across sites when required.

Responsible to:	Deputy Headteacher and Head of Operations and Business
Supervisory responsibility: 	None

Main purpose of the job:

· To manage and be responsible for the smooth running of the school office (in a very busy and high pressurised environment) including provision of administrative support service to the leadership team and teachers. 

· To provide a friendly and professional reception service for pupils/parents/professionals and all other visitors to the School. 

· To appropriately screen visitors before allowing access to the building maintaining high security as required for a special needs school, in compliance with the School’s safeguarding policy. 

Duties and responsibilities:
· To screen and co-ordinate external and internal communications (including the emergency intercom, telephone system and email) throughout the School.  Including filtering to the staff concerned at appropriate times.

· To provide an effective supporting administrative role at the School focused on the needs of the pupils, school, leadership team and teaching staff.  To deal appropriately with confidential information and correspondence. 

· To maintain the pupil transport arrangements including the arrival and departure of a fleet of coaches/taxis that transport the pupils ensuring that the relevant safety procedures are observed, including ensuring that all drivers/escorts are registered on the Single Central Register maintained by the School. 

· To be part of a team who administer First Aid to staff, pupils and visitors as necessary and maintain stock control for first aid boxes across the School. 

· To be the first point of call for all emergency situations including effective response to the emergency call intercom, contacting emergency services if necessary.

· Coordinating the provision of and tracking of school dinners. 

· Support the administration of medication to pupils alongside teaching staff, in line with the School’s training, policy and regulations. 

· Organising meetings, events and conferences at the School, including set up, clearing away and supporting the event organiser during the event. 

· Manage the buildings access controls, including issuing, monitoring and reporting of individuals movements across the School. 

· Monitoring and reporting of attendance/absence in SIMS database for pupils and contacting parents when required.  Maintaining up to date records relating to pupils as necessary on the SIMS database.

· To maintain accurate records regarding staff absences in line with school policy. To record staff sickness/leave of absence on a daily basis and pass this information to the HR Officer for input into SIMS database. To ensure staff complete self- certification forms and present a doctor’s medical certificate when required.

· To maintain an efficient system for the collection of voluntary contributions for pupils’ activities and to liaise with the School Business Manager regarding these.

· To manage the school postage account.  To screen and distribute all school post and have responsibility for taking post to post office.  To be responsible for accepting checking and dispersal of all deliveries to school.  

· To be responsible for liaison with staff, parents, and support professionals regarding Annual Reviews; timetabling of the production of reports, co-ordinating reports from professionals etc. and distributing as required within a specified timescale.

· Maintain stock control for necessary items required in the School and liaison with the relevant parties for ordering these, including stationery. 

· To maintain accurate records regarding school accidents/injuries forms in line with school policy.

· Constantly developing more effective and efficient systems to support the needs of the pupils, leadership team, teaching staff and the School. 

· Contributing and playing an active role in the whole school environment.

· To participate in professional development training as required by your personal needs and the needs of the School. 

· Provide induction to new members of office staff

___________________________________________________________________
Note
This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but will be reviewed annually.

Person Specification
	Criteria
	Desirable/Essential

	A good general standard of education (5 A-C GCSE’s or equivalent) including GCSE (grade C or above) or equivalent in English & Maths is essential.
	E

	Secretarial and Administrative qualification would be desirable.
	D

	First Aid qualification would be desirable.
	D

	Experience of working in a busy office/reception, acting as first contact for visitors, children, parents and staff is essential.   Recent experience in a busy school or customer service environment is desirable.
	D

	Ability to relate well to pupils and young adults with natural consideration given to what is in the best interest of the pupils/young adults is essential.
	E

	Proficient in Microsoft packages (e.g. Word and Excel), including the ability to manipulate and analyse data in order to produce relevant reports and information is essential. 
	E

	Experience and proficiency in the use of SIMS is desirable.
	D

	A self-starter who is able to work without supervision on own initiative with strong organisational skills is essential.
	E

	High level of interpersonal and communication skills, both oral and written, enabling effective communication with a range of individuals both within the school and externally is essential.
	E

	A flexible approach to work and tasks and the ability to prioritise workloads whilst maintaining a calm demeanour, especially when under pressure.
	E

	Ability to work with a diverse workload and a high level of self-motivation, using this to find solutions to school challenges and be resilient amongst learners.
	E

	A can do attitude; receptive to constantly changing working environment is essential.
	E

	Approachable manner and excellent people skills with a clear commitment to being a team player, exchanging ideas and providing support to everyone within the School is essential.  
	E

	Good attention to detail and able to undertake data tasks quickly and accurately is essential.
	E

	Trustworthy and reliable, understanding the need for respect, discretion and total confidentiality is essential.
	E

	Commitment to school policies including Safeguarding and protecting the welfare of children and young people, Health and Safety and Equality and Diversity is essential.
	E

	Commitment to ongoing professional development.
	E



Other Relevant Factors
The School has a no-smoking policy.
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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