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JOB DESCRIPTION AND PERSON SPECIFICATION
SCHOOL ADMINISTRATOR – STUDENT RECORDS

	
	JOB DESCRIPTION


	Job Title
	School Administrator – Student Records


	Grade
	Grade 5 SCP 8-14
Actual Salary £27,709 - £30,515


	Hours
	37 hours/week x Full Year 52 Weeks per year (26 days annual leave rising to 31 days after 5 years’ service)


	Job Purpose
	To provide an efficient, accurate and confidential administrative service for the management and maintenance of student records and information across the school.  The postholder will be responsible for maintaining the integrity of student data, coordinating admissions and transfers, preparing statutory school census returns, administering key student information processes, and supporting the effective operation of school systems.
The postholder will work closely with senior leaders, Heads of Year, the SEND team, teaching staff, parents, primary schools, other secondary schools, and external agencies to ensure that student information is accurate, up to date and available to support the educational, pastoral and administrative needs of the school.
The role also includes responsibility for coordinating specific annual student processes, maintaining school information systems, and providing general administrative and reception support as required.




	Main Duties and Responsibilities

	Student Records and Information Management
· Maintain accurate, complete, and up-to-date student records on the school's management information system, including Arbor.
· Undertake regular checks and housekeeping of student records to ensure that information is correct, consistent, and appropriately maintained.
· Process changes to student information, including personal details, class allocations, student photographs and other relevant records.
· Monitor and update student information received from parents, staff and external organisations, ensuring that changes are accurately reflected on the school's systems.
· Work with parents who use the Arbor parent portal to update student information and assist with queries relating to student records where appropriate.
· Ensure that student records are handled securely and confidentially, in accordance with school procedures and data protection requirements.
· Retrieve, collate and maintain student information required by senior leaders, Heads of Year, the SEND team and other authorised staff.
· Obtain and maintain Unique Learner Numbers (ULNs) for students when they reach the relevant age, using the Learning Records Service (LRS) and associated government systems.
· Download Key Stage 2 assessment results from the NCA Portal for incoming Year 7 students and provide the information to the relevant senior leader to support setting and timetabling arrangements.
· Obtain, upload, and maintain student photographs received from the school's photography provider, including photographs for new Year 7 and Year 11 students and students joining during the academic year.
· Take photographs of new students where required and upload them to Arbor.
· Prepare student references and provide factual information about school enrolment and student records when requested by parents or other authorised parties, following school procedures.


	School Census and Statutory Returns 
· Coordinate the preparation and submission of the statutory school census three times each academic year, in October, January and May
· Check and validate student information to ensure that records are accurate on the census collection date
· Ensure that information relating to student classes, registration groups, attendance and lesson arrangements, special educational needs and disabilities (SEND), free school meals and other required data is complete and accurate
· Liaise with the Head of SEND and other relevant colleagues to verify information relating to students with special educational needs and disabilities
· Circulate census information to designated senior leaders and colleagues for checking and approval before submission
· Submit the completed census through the appropriate government systems and to Warrington Borough Council, in accordance with current procedures
· Investigate and resolve any errors, queries or discrepancies identified during the census validation process
· Amend and resubmit census information where requested by the relevant authorities
· Maintain appropriate records of census checks, submissions and subsequent amendments
· Recognise the importance of accurate statutory returns in supporting school funding and regulatory reporting


	Admissions, Enrolment and Student Transfers
· Coordinate the administrative processes associated with the admission of new students throughout the academic year and the transition of Year 6 students into Year 7 using the Applica Admissions software
· Work closely with the Head of Year 7, senior leaders, primary schools and other relevant staff to obtain and collate information about incoming students.
· Support visits to primary schools, where required, to gather relevant information about students joining the school.
· Record and collate confidential information obtained during transition visits and ensure it is shared appropriately with authorised colleagues.
· Coordinate the collection, checking and processing of Year 6 registration forms for the September intake.
· Use Admissions Plus, Limacon and other relevant software systems to collate student registration information and support the allocation of students to form groups.
· Assist with the organisation and administration of the Year 6 induction programme, including the preparation and maintenance of student information.
· Maintain accurate records of students joining and leaving the school in year, including changes occurring during the summer holiday and at the start of the academic year.
· Liaise with the Headteacher, Warrington Borough Council School Admissions Team, primary schools and receiving or previous schools regarding student admissions and transfers.
· Request and obtain relevant student records from previous schools.
· Ensure that Common Transfer Files (CTFs) are received for incoming students and prepared and sent for students leaving the school, using the appropriate Department for Education and local authority systems, including Anycomms Plus where applicable.
· Follow up outstanding student records and transfer information to ensure that the school holds the information required for effective student support and administration.
· Maintain the confidentiality and security of student information throughout the admissions and transfer process.


	Free School Meals
· Administer the school's student free school meal records and maintain accurate, up-to-date information.
· Collate and process free school meal information received from the local authority
· Check relevant student records and update the school's management information system as required.
· Liaise with relevant colleagues and external bodies to resolve discrepancies or queries relating to free school meal information.
· Ensure that free school meal information is accurately recorded for statutory census returns and other authorised school processes.
· Handle sensitive information relating to eligibility and family circumstances confidentially.


	Student Options and Curriculum Administration 
· Coordinate the administrative arrangements for the annual Year 9 options process.
· Liaise with curriculum faculties to obtain and collate information for the Year 9 options booklet.
· Update and prepare the options booklet for distribution to students and parents.
· Prepare the programme and associated administrative materials for the Year 9 Options Evening
· Collate completed student options forms and maintain accurate records of students' choices.
· Liaise with the designated Deputy Headteacher or other senior leader responsible for the options process.
· Support the accurate transfer of options information into the relevant school systems and provide information to staff as required.


	Timetabling and Student Set Changes
· Process daily student timetable changes and class or set movements, following instructions received from teaching staff and designated senior leaders.
· Update relevant student records and systems to reflect authorised changes.
· Prepare and issue revised timetables to students when changes are made.
· Support the preparation and printing of student timetables for the start of each academic year, covering both Lower School and Upper School.
· Incorporate changes to student timetables and class allocations arising before the start of the academic year and during the opening weeks of term.
· Liaise with the relevant senior leader and other staff responsible for timetabling to ensure that changes are implemented accurately and promptly.
· Use incoming Year 7 Key Stage 2 results and other authorised information to support the allocation of students to appropriate sets.
· Ensure that student movements and timetable changes are accurately reflected in the school's management information system.


	Year 6 Open Evening and Transition Events
· Coordinate the administrative preparation for the Year 6 Open Evening for prospective students and their parents.
· Liaise with primary schools regarding invitations and arrangements for the event.
· Prepare and distribute invitation letters and supporting information.
· Compile and prepare booklets and other materials required for the evening.
· Support the provision of accurate information about the school's admissions and transition arrangements.


	School Communications and Publications
· Coordinate the preparation and distribution of the school's regular communications and publications, including:
· Parents' Evenings administered through SchoolCloud, particularly during the November to February period.
· Weekly Staff Bulletins.
· Fortnightly school newsletters.
· The termly school publication, The Bridge.
· Assist with maintaining and updating the school website and ensuring that information supplied for publication is accurate and current.
· Liaise with relevant staff to obtain information, check content, and meet publication deadlines. 
· Undertake general spreadsheet preparation and word/publisher document formatting using Microsoft Word, Excel and other relevant software.
· Assist with updates to the school handbook and associated electronic folders.
· Ensure that documents and information are stored in the appropriate locations and that published information is handled in accordance with school procedures.


	General Administration and Office Support
· Undertake daily administrative duties to support the effective operation of the school office.
· Respond to telephone calls and enquiries from parents, students, staff and external organisations in a professional and helpful manner.
· Assist with reception duties, including welcoming visitors and directing enquiries to the appropriate member of staff.
· Deal with routine enquiries from parents and students, referring more complex or sensitive matters to the appropriate colleague.
· Support colleagues with general administrative tasks and provide assistance with designated work during periods of increased demand.
· Undertake administrative tasks for designated members of staff and senior leaders as required.
· Maintain an organised approach to work, ensuring that competing priorities and deadlines are managed effectively.





	Professional Responsibilities
· Maintain strict confidentiality when dealing with student, parent, staff and school information.
· Comply with school policies and procedures, including those relating to safeguarding, child protection, data protection, information security, health and safety and equality and inclusion.
· Handle personal and sensitive information responsibly and share it only with authorised individuals.
· Maintain accurate records and ensure that information is processed in accordance with school requirements.
· Work collaboratively with colleagues across the school and communicate professionally with parents, students and external agencies.
· Participate in relevant training and professional development.
· Undertake any other reasonable duties commensurate with the grade and responsibilities of the post, as directed by the line manager or Principal/Headteacher.


	Safeguarding
Bridgewater High School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment, follow the school's safeguarding and child protection procedures, and report any concerns in accordance with school policy.
The successful candidate will be required to undertake the appropriate pre-employment checks, including an enhanced Disclosure and Barring Service (DBS) check, in accordance with the requirements of the post.
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PERSON SPECIFICATION
Assessment methods: Application form (A), interview (I), references and pre-employment checks (R/PC).
The person specification identifies the essential and desirable criteria required to perform the duties of the post effectively.
	
	ESSENTIAL/
DESIRABLE
	ASSESSMENT/
INTERVIEW

	QUALIFICATIONS AND TRAINING

	Good standard of general education, including English and Mathematics at GCSE grade 4/C or equivalent.
	E
	A

	Relevant administrative or business support qualification, or equivalent practical experience.
	D
	A

	Evidence of continuing professional development or willingness to undertake relevant training
	E
	A/I

	EXPERIENCE

	Experience of working in an administrative or office-based role 
	E
	A/I

	Experience of maintaining records and entering, checking and updating information accurately
	E
	A/I

	Experience of using computerised systems and databases to manage information.
	E
	A/I

	Experience of handling confidential or sensitive information appropriately.
	E
	A/I

	Experience of communicating professionally with a range of people, including colleagues, parents, customers or external organisations.
	E
	A/I

	Experience of using a school management information system, particularly Arbor
	E
	A/I

	Experience of admissions, student records, school census returns, student transfers or other education-related administration
	E
	A/I

	Experience of preparing reports, publications, correspondence or other administrative documents
	E
	A/I

	Experience of managing competing priorities and meeting deadlines.
	E
	A/I

	KNOWLEDGE AND UNDERSTANDING

	Understanding of the importance of maintaining accurate, complete and up-to-date records
	E
	A/I

	Understanding of confidentiality and the appropriate handling of personal and sensitive information
	E
	A/I

	Awareness of data protection principles and the need to follow organisational policies and procedures.
	E
	A/I

	Understanding of the importance of accuracy when processing information used for statutory reporting and school administration.
	E
	A/I

	Knowledge of safeguarding responsibilities and the importance of reporting concerns appropriately.
	E
	A/I

	Knowledge of school admissions, student transfers, school census returns and statutory education data requirements.
	D
	A/I

	Knowledge of free school meal administration and student information requirements.
	D
	A/I

	Knowledge of school timetabling, student options processes and transition arrangements.
	D
	A/I

	SKILLS AND ABILITIES

	Strong administrative and organisational skills, with the ability to manage a varied workload.
	E
	A/I

	High level of accuracy and attention to detail when entering, checking and maintaining data
	E
	A/I

	Competent IT skills, including Microsoft Word, Excel, email and electronic document management.
	E
	A/I

	Ability to learn and use new computer systems and databases effectively.
	E
	A/I

	Ability to organise, maintain and retrieve information efficiently.
	E
	A/I

	Ability to communicate clearly and professionally, both verbally and in writing
	E
	A/I

	Ability to deal sensitively and appropriately with confidential information and enquiries.
	E
	A/I

	Ability to work accurately under pressure and meet fixed deadlines, including statutory submission dates.
	E
	A/I

	Ability to investigate discrepancies, identify errors and take appropriate action to resolve them.
	E
	A/I

	Ability to liaise effectively with senior leaders, teaching staff, parents, primary schools, other schools and external agencies
	E
	A/I

	Ability to produce accurate letters, reports, spreadsheets, timetables and other administrative documents.
	E
	A/I

	Ability to prioritise tasks, use initiative within agreed procedures and recognise when advice or guidance is required.
	E
	A/I

	Ability to manage information relating to admissions, transfers, options and timetable changes accurately and promptly
	E
	A/I

	Ability to respond to telephone and reception enquiries in a courteous, helpful and professional manner
	E
	A/I




	PERSONAL QUALITIES AND PROFESSIONAL APPROACH

	Reliable, conscientious and committed to producing work of a consistently high standard.
	E
	A/I/R

	Trustworthy and able to maintain confidentiality and professional boundaries.
	E
	A/I/R

	Well organised, methodical and able to manage interruptions and changing priorities.
	E
	A/I

	Approachable, patient and courteous when dealing with students, parents, colleagues and visitors.
	E
	A/I

	Flexible and willing to undertake a range of administrative and general office duties.
	E
	A/I

	Able to work independently and as part of a team.
	E
	A/I

	Demonstrates initiative and a practical, solution-focused approach to work.
	E
	A/I

	Able to remain calm and professional when dealing with challenging enquiries or competing demands
	E
	A/I

	Demonstrates a commitment to safeguarding, equality, diversity and inclusion.
	E
	A/I/R

	Demonstrates a commitment to the school's values of Kindness, Pride, Integrity, Collaboration, Precision and Inclusivity.
	E
	A/I

	OTHER REQUIREMENTS

	Willingness to undertake relevant training and develop knowledge of school systems and statutory requirements
	E
	I

	Willingness to support key school events and administrative deadlines throughout the academic year.
	E
	I

	Ability to comply with school policies, procedures and safeguarding requirements.
	E
	I/R/PC

	Satisfactory completion of the appropriate pre-employment and safeguarding checks.
	E
	PC

	ADDITIONAL NOTES

	This job description and person specification outline the main duties and requirements of the post. This is not intended to be an exhaustive list, and duties may be varied reasonably in accordance with the needs of the school and the grade of the post.
The postholder is expected to maintain a high standard of accuracy, confidentiality and professionalism when handling student records and other sensitive information.
The successful candidate must demonstrate a commitment to safeguarding and promoting the welfare of children and young people.
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