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September 2025
SCHOOL ADMINISTRATOR



Contract type: Full Term – Permanent (8:30-4:30)
Salary: FTE £20,000 - £27,000
Reporting to: The Headteacher
42 hours per week/42 weeks per year

“We nurture independent learners who are prepared for adult life.”


	Minerva May School is dedicated to building a workforce that reflects a wide range of perspectives. We welcome all suitable candidates for employment, regardless of gender, ethnicity, religion, beliefs, sexual orientation, gender identity, pregnancy status, parental status, age, disability, or marital/civil partnership status.






Exciting Opportunity to join the Administrative Team at Minerva May School
Are you a highly organised and proactive professional looking to make a real difference in a specialist educational setting? Minerva May School is seeking a dedicated School Administrator to support the smooth and effective running of our school and contribute to the success and wellbeing of our students and staff.
Minerva May School is a specialist secondary school for students with Social, Emotional and Mental Health (SEMH) needs, Autism, ADHD and associated challenges. We provide a nurturing and structured learning environment where every student is supported to flourish both personally and academically. Our tailored approach includes:
· A Central Role in a Specialist Setting: As the first point of contact for many families, professionals, and visitors, you will play a vital role in representing our school and maintaining our warm, welcoming ethos.
· Supportive and Collaborative Staff Team: You will work closely with our leadership, teaching, pastoral and therapy teams, contributing to the smooth coordination of day-to-day operations in a busy and purposeful school environment.
· Diverse and Rewarding Workload: From managing communications and handling sensitive documentation, to supporting pupil admissions and helping organise enrichment activities, no two days are the same.
· Commitment to Professionalism and Safeguarding: As a key administrative professional, you will uphold our high standards in compliance, record-keeping, and safeguarding, supporting the safe and effective running of our specialist provision.
· Small Class Sizes: With just 6 to 8 pupils per class, we offer a highly personalised approach to learning, allowing for close collaboration between staff and families—something you’ll help facilitate in your role.
· A Skilled and Compassionate Team: Our staff are trained in trauma-informed practice and SEN, working together to create a supportive and purposeful school environment. As Administrator, you will support this by ensuring our communication, scheduling and systems run smoothly.
· Life Skills and Employability: Our curriculum includes key skills for life beyond school, encouraging independence and preparing students for adulthood. As a key member of the support staff, you will contribute to the planning and coordination of activities and events that enrich students' personal development.
We are looking for someone who is confident, adaptable and able to manage multiple priorities with discretion and efficiency. If you take pride in delivering high-quality administrative support and want to be part of a school that genuinely changes lives, we would love to hear from you.
Our Ethos and School Motto:
At Minerva May, we are committed to a culture where children and young people are encouraged to be ambitious and develop the skills and attitude for a fulfilling adult life, regardless of their adverse childhood experiences. With specialist education and care, all children and young people should have the right to aspire and attain a thriving adulthood. 
 
The spirit of our motto, “Together We Can” underpins our commitment to deliver quality education across all aspects of the school – its leadership, curriculum, pedagogy, facilities and partnerships. 
Our motto plays out in different ways throughout the school, our work and our lives. It guides our actions and decisions. It enables our progress… it rings across our classrooms and our nurturing environment. Our students and other stakeholders are regularly reminded of our motto through our school assemblies, newsletters, engagement, and celebrations.   

Our Vision: “Nurturing Independence” 


Our Vision Statement: “We nurture independent learners who are prepared for adult life”

Our Vision and Vison Statement:

· To work with local authorities, parents, carers and other agencies to provide a nurturing and collaborative environment that develops aspiration, engagement and independence. 
· To ensure everyone is respected, valued and supported to achieve the very best that they can. 

Our Values:
At Minerva May each student, parent, carer and staff member shall uphold the values of the school. Our school values are based on the guiding principle of “we CARE.”






We CARE:
[image: ]
Collaboration – We care about how we collaborate with our local authorities, partners, staff and students; this is central to all that we do. We care about all of our stakeholders and partners, and how effectively we work with them to make a difference in life. 
	How we Collaborate: 
…by working in partnership, sharing ideas, problem-solving in teams, learning and developing together, being proactive and getting involved, respecting diversity and diversity of views, encouraging open communication, and celebrating achievement and success.  
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Aspiration - We care about our students and supporting them to develop as aspirational young people. Disrupted past experiences should not limit us from being ambitious about our future or from being motivated to work towards realising our full potential. 
	How we Aspire: 
…by being ambitious, having self-worth, leading by example, having high expectation, offering encouragement and mentorship, setting SMART targets, goals, and visions, creating opportunities for others, by striving for excellence and celebrating our successes.
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Resilience - Within our school doors, students and staff develop and demonstrate resilience. We care about developing resilience and that through positive connections and relationships we can adapt (neuroplasticity), take on challenges and thrive in life. 

	How we show Resilience: 
…by adapting to adversity, facing and learning from setbacks, seeking support during difficult times, developing problem solving, engaging in self-care activities (exercise, mindfulness or hobbies), resilient thinking and adapting to change. 






[image: ]Empowerment – We equip students with the skills and attitude to face the challenges in this every changing world. We care about the high-quality curriculum we offer, to develop students who are not just skilled but are also determined, courageous and persistent, as they work towards their future goals. 
	How we Empower:
…by building confidence, promoting self-efficacy, offering a calm, supportive and aspirational learning environment, offering personalised quality teaching, learning and growth opportunities, providing guidance and encouragement for overcoming challenges and the achievement goals, promoting collaboration, celebrating our small -wins, achievements, and success.    






















JOB DESCRIPTION 
JOB TITLE: SCHOOL ADMINISTRATOR 

	JOB PURPOSE

	The School Administrator at Minerva May School plays a vital role in supporting the smooth and effective operation of our specialist provision for students with SEMH, Autism, ADHD and associated needs. Reporting directly to the Headteacher and working closely with senior leaders and the wider staff team, the postholder will lead on the organisation and delivery of efficient administrative and personnel systems that underpin the daily functioning of the school.
This role is central to maintaining high standards of service across all areas of school life, ensuring systems are well-managed, communications are professional, and operations run seamlessly. 

The School Administrator will:

· Lead the provision of administrative, clerical, and secretarial support, ensuring compliance with school procedures and independent school standards.
· Oversee the organisation and maintenance of personnel and school office systems, including staff records, safer recruitment documentation, and HR processes.
· Liaise with relevant colleagues to maintain systems that facilitate effective financial controls and support the wider work of the finance team.
· Ensure that all stakeholders—including students, staff, parents/carers, professionals and visitors—experience a high-quality and responsive administrative service.
· Uphold the values and ethos of Minerva May School, contributing positively to our nurturing, inclusive, and aspirational environment.




	SPECIFIC ADMINISTRATIVE DUTIES   

	The School Administrator at Minerva May School will carry out the following duties in support of the efficient and professional running of the school’s administrative functions, always upholding our values of Collaboration, Aspiration, Resilience, and Empowerment.
· Reception and Communication
· Act as the first point of contact for all visitors, parents/carers, and professionals, providing a friendly, calm, and professional welcome.
· Answer incoming telephone calls promptly and courteously, taking accurate messages and directing queries appropriately.
· Check and respond to voicemail messages and school emails at regular intervals throughout the day.
· Safeguarding and Visitor Management
· Ensure all visitors are signed in using the school’s electronic system and wear appropriate identification.
· Confirm DBS status where required and ensure visitors are accompanied unless verified for unsupervised access.
· Promote the safeguarding and wellbeing of all pupils through adherence to school policies and visitor procedures.
· Clerical and Administrative Support
· Provide clerical support including photocopying, filing, word processing, and preparing resources as requested by senior staff.
· Manage registers, trip consent forms, and other routine documentation efficiently.
· Maintain and update school records using the Management Information System (e.g. SIMS) and paper-based systems.
· Correspondence and Communication with Families
· Coordinate the distribution of letters, emails, texts, and other communications to parents and carers using the school’s platforms.
· Ensure timely and accurate dispatch of outgoing post and correspondence.
· Assist with daily monitoring and sorting of incoming post and electronic communications.
· Office and Environment Management
· Maintain a tidy, welcoming, and professional reception area at all times.
· Update school noticeboards with weekly information and ensure key materials/forms for families are current and accessible.
· Ensure the reception desk is staffed and not left unattended during core hours.
· Support for Pupils and Staff
· Assist pupils who report to reception with pastoral or practical needs, ensuring they are signposted appropriately.
· Support first aid provision when required, maintaining current first aid certification and accurate medical records.
· Handle pupils’ belongings, messages, and deliveries with sensitivity, ensuring minimal disruption to learning.
· Resource and Delivery Management
· Receive and sign for deliveries, marking as "unchecked" where appropriate.
· Distribute items to relevant staff members and liaise with suppliers or external agencies when required.
· Confidentiality and Record-Keeping
· Handle sensitive information in line with GDPR and school confidentiality policies.
· Maintain secure, accurate, and well-organised filing systems to support smooth running of administrative functions.
· School-Wide Administrative Support
· Support the Headteacher, Assistant Headteacher (Behaviour, Inclusion and Pastoral), and Director of Finance and Operations with a range of administrative duties as required.
· Undertake any other tasks appropriate to the role, demonstrating flexibility and a commitment to the school’s vision and values.







	GENERAL DUTIES   

	· Uphold and promote the ethos, values, and vision of Minerva May School in all aspects of administrative support.
· Ensure adherence to and implementation of the school's policies and procedures, ensuring consistency and compliance across all administrative tasks.
· Establish and maintain positive, professional relationships with all stakeholders, including staff, parents, visitors, and external agencies.
· Act as a representative of the school, ensuring that all communications and interactions reflect the high standards and values of Minerva May School.
· Promote and maintain a safe, secure, and welcoming environment for students, staff, and visitors, ensuring that safeguarding protocols are always followed.
· Work collaboratively with colleagues, including the leadership team, teaching staff, and other professionals, to ensure effective school operations and smooth communication.
· Provide administrative support for a range of school functions, contributing to the smooth running of the school day-to-day operations.
· Maintain a high level of professionalism in all interactions and responsibilities, consistently demonstrating integrity and commitment to the school's objectives.




EQUALITY AND DIVERSITY 
At MMS, we are committed to and champion equality and diversity in all aspects of employment. All employees are expected to understand and promote equality and diversity in the course of their work.
SAFEGUARDING CHILDREN 
Minerva May School is committed to safeguarding and promoting the welfare of children and young people. As such, all posts are subject to a safer recruitment process, including the disclosure of criminal records and vetting checks. We ensure that we have a range of policies and procedures in place which promote safeguarding and safer working practice across the school. This is in line with statutory guidance Keeping Children Safe in Education 2022 and The Education Act, we expect all staff and volunteers to share this commitment
	I have read the Job Description and agree to all the terms and conditions set out. I also agree to comply with all School Policies, Child Protection and Health and Safety regulations. I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.


	Name:



	Signature:


	Date:


	




PERSON SPECIFICATION
Job Title: Assistant Headteacher – Teaching, Learning and Assessment 
	 Specification
	Essential
	Desirable

	Skills and Knowledge
	· Strong verbal communication skills, with the ability to engage confidently with both the public and students, offering clear and accurate advice in spoken English.
· Capable of working collaboratively within a team or independently, depending on the situation.
· Demonstrates a commitment to following both verbal and written instructions, including those related to health and safety protocols.
· Able to respond promptly and appropriately to emerging situations, such as safeguarding concerns.
· High level of accuracy and attention to detail in all tasks.
· Effective at communicating with both adults and students, ensuring clear and constructive interactions.
· Proficient in using Microsoft Office applications.

	· A strong understanding of Minerva May School, including its culture, values, and ethos, with the ability to model and promote these qualities if appointed to the role.

	Education and Qualifications
	· A grade C or higher in both English and Maths.
· Acceptable Enhanced DBS Disclosure or equivalent

	· Evidence of further Education 
· First Aid Qualification

	Character 
	· Clear sense of purpose and a strong commitment to continuous improvement
· Motivated, proactive, and adaptable
· Outstanding communication and relationship-building skills
· A positive and approachable attitude
· Willingness to pursue personal and professional growth
· Receptive to feedback and able to act on it effectively
· High level of accuracy and attention to detail
· Able to work effectively under pressure
· Dedicated to contributing to the wider community and activities at Minerva May School
· Consistently reliable with a strong attendance record

	· Advance Microsoft Excel user/skills 

	Training
	· Willingness to undertake relevant training and identify own development needs
· Committed to on-going CPD and Professional development
· Attend staff meetings and CPD events where required and promote the same to staff
	· 

	Attributes and Attitudes
	· Relentless drive and uncompromising approach to improving standards in administrative services 
· Empathy with children and young people, having the student at the heart of everything
· Flexible approach and positive attitude towards work
· Punctual and reliable
· Ability to adapt to changes in the workplace
	· 

	Equality, diversity and inclusion
	· Commitment to equality, diversity and inclusion informed by practical experience 
	

	Safeguarding 
	· Commitment to safeguarding and promoting the welfare of students 
· Ability to form and maintain appropriate relationships and personal boundaries with staff and students
	· 





SAFER RECRUITMENT:
The post holder will be required to complete an enhanced Disclosure Barring Service (DBS) Check with appropriate barred list checks, or the equivalent, and must be eligible to work in the UK. 
Minerva May School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
All staff are expected to be committed to the Equal Opportunities Policy.
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