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Job Description
School Administrator 
Blackawton Primary School






	Grade
	C7

	Responsible to
	Headteacher

	Hours of work
	Monday – Wednesday (3 days) - 39 weeks per annum

	
	8:30am – 3:30pm



Role

To provide an efficient, welcoming, accurate and confidential administrative service to support the effective running of Blackawton Primary School, its Headteacher, staff, pupils and families.

Main Duties and Responsibilities

The School Administrator is responsible for the duties below. This list is not exhaustive; the postholder will respond flexibly to the changing operational needs of the school, within the scope and grade of the role.

· Coordinate the smooth day-to-day operation of the school office, maintaining efficient, accurate and effective administrative systems and procedures.
· Manage reception and provide a welcoming first point of contact; implement visitor sign-in, identification and site-security procedures, escalating concerns promptly.
· Maintain high standards of professionalism, accuracy, customer service, confidentiality and timely communication.
· Prepare and distribute letters, reports, newsletters and other school communications, as directed.
· Support premises, health and safety and compliance administration, reporting defects or concerns promptly through the agreed Trust systems.
· Support local financial administration, including school income, payments, reconciliation and records, in accordance with Trust financial procedures.
· Maintain school calendars, key dates, appointments and relevant online information.
· Coordinate administration for trips and educational visits, including bookings, costs, payments, parent communications and EVOLVE documentation, as appropriate.
· Maintain accurate pupil information, including admissions, transfers, attendance, SEND, medical and assessment records, with appropriate information security.
· Support daily attendance procedures, including register checks, first-day absence contact, accurate recording, monitoring and escalation of concerns in line with school policy.
· Prepare pupil census returns and other statutory or Trust data submissions accurately and within deadlines.
· Arrange meetings, appointments, visits and events; prepare documentation and follow up agreed actions where required.
· Coordinate daily supply cover bookings and associated administration in liaison with school leaders.
· Provide information and guidance within agreed school and Education South West policies, referring matters beyond the role to appropriate colleagues.
· Maintain secure, accurate electronic and paper records for pupils, staff and school operations in accordance with retention and data-protection requirements.
· Support arrangements for pupils who are unwell or have minor injuries, including contacting families promptly and recording incidents in line with school procedures and training.
· Support administration of accidents, emergency procedures, evacuation arrangements and relevant safety records.
· Respond professionally and sensitively to enquiries from parents, carers, visitors, professionals and external agencies; escalate safeguarding or welfare concerns without delay.
· Administer school meals and free school meals, including eligibility, payments, records and liaison with relevant providers.
· Monitor and order office stationery, paper and consumables, supporting value for money.
· Liaise with the Trust Finance Team regarding requisitions, orders, receipt of goods, invoices and financial queries.
· Participate in relevant staff meetings, briefings, training and school development activities.
· Take responsibility for professional development and training relevant to the role and current systems.
· Support staff absence administration, including accurate recording, notifications and return-to-work arrangements as directed by school leaders and Trust HR.
· Prepare confidential absence documentation and records for formal meetings, under the direction of authorised managers.
· Submit required staff absence information and returns to Trust HR, payroll or finance teams accurately and on time.
· Support recruitment and onboarding administration, including adverts, interview arrangements, references, safer recruitment checks and induction documentation, in liaison with Trust HR.
· Maintain confidential personnel and volunteer records and support the administration of required checks and training.

Expectations
· The postholder must carry out their duties in accordance with applicable school and Trust policies, statutory requirements and professional expectations, including:

· The Trust’s equality, diversity and inclusion policies.
· Data protection, information security, confidentiality and records management requirements.
· Trust financial regulations, purchasing and audit procedures.
· Health and safety legislation and the school’s emergency and site-security procedures.

· Work flexibly and collaboratively to meet reasonable operational needs of the school.
· Maintain strict confidentiality and exercise professional discretion when handling sensitive pupil, family, staffing and school information.
· Support the school and Trust’s arrangements for emergencies, business continuity and incident response.
· Follow the school’s safeguarding and child protection policies, staff code of conduct and reporting procedures; promptly report concerns to the designated safeguarding lead.
· This description is not exhaustive. The postholder may be asked to undertake other reasonable duties consistent with the grade and overall purpose of the role.

Experience

· Essential: recent experience of office administration or a comparable customer-facing administrative role; strong organisation, communication, digital and record-keeping skills; ability to manage confidential information and competing priorities.
· Desirable: experience of school management information systems, EVOLVE, attendance processes, finance administration or working in an education setting, prior relevant safeguarding training.
· Essential: willingness to complete required safeguarding, data protection, first aid and role-specific training.
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Education South West     Job Description   School Administrator    Blackawton Primary School  

