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Job Description

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

Role: 	School Administrator 

Reporting to: 	Pre-Prep Head

Summary role:	To provide a comprehensive, effective and efficient administrative and operational support within the pre-prep school through the maintenance of clear office systems and processes. As well as having regular contact with parents this post will liaise with colleagues across the wider school and Operations and Professional Services teams. 

Key Tasks:
· Running the morning registration system, including following up every unexplained absence by telephone
· Management of general enquiries via email and telephone, including taking and delivering messages
· Managing the calendar/diary of the school; meet, greet and register visitors on arrival at the school
· Dealing with day-to-day enquiries from and for pupils, parents and staff in a calm, friendly and professional manner
· General office support, including photocopying, stationery ordering, pupil files, dealing with confidential records, data entry, collating and sending large volumes of correspondence, delivering and collecting correspondence and packages, etc.
· Supporting the setting up and running of open days and other similar events, such as taster days, coffee mornings, etc.
· Managing transport bookings and requirements for daily school minibuses and off-site trips 
· Organising and collating information for parents’ evenings, extra-curricular activities, school trips and lunches
· Providing general staff support under the direction of the Head 
· Liaising with prospective parents and our admissions team regarding enquiries about the school.

Collaborative working
· To meet regularly with and work collaboratively with colleagues to:
· ensure standard processes and procedures are understood, complied with and amended as required
· assist with the development of and sharing of best practice to continuously improve systems and processes
· To work liaise with the Bursary Office Manager and HR team to ensure the school’s checks on contractors, visitors and other workers meets both the contractors, visitors and other workers policy and safeguarding training policy fully complied with.

Safeguarding
This role will require some limited interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Bursar

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.

	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE/ 
ASSESSED BY

	Qualifications/ education 
	· Literate and numerate, with a strong command of English and mathematical accuracy
	· First aid qualification
	Application


	Experience
	· Administration skills 
· High level of competence in Microsoft Word and Excel, using IT efficiently
	· Working with children 
· Using iSAMS or similar MIS
	Application and interview

	Skills

	· Strong interpersonal skills, with the ability to show kindness and respect in all interactions
· Excellent oral and written communication skills, upholding integrity and clarity at all times
· Able to meet deadlines with courage and commitment, even under pressure
· Discreet and trustworthy with confidential information, reflecting honesty and ethical standards
	
	Application, interview and references 

	Personal qualities

	· Willing to “muck in” and demonstrate teamwork, kindness, and humility
· Enthusiastic, with a good sense of humour, helping to foster a positive, respectful environment
· Open, approachable, and empathetic to the needs of others
· A team player who is aware of and responsive to those around them, showing courage in collaboration and decision-making
· Presents a smart and professional appearance, reflecting self-respect and respect for the school community
· Able to work effectively and supportively both independently and as part of the school team
· Committed to promoting the welfare and safeguarding of children, with integrity and vigilance
	
	Application, interview and references 
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