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Job Description – Office Administrator
	Post Title
	Office Administrator

	Purpose
	· To be responsible to the Headteacher/Senior Leadership Team for the efficient administration of the School
· To maintain the office systems and procedures of the school

· To provide a welcoming point of first contact for parents and visitors to the school

	Reporting to
	Headteacher/Senior Leadership Team

	Liaising with
	Headteacher/Senior Leadership Team, teaching and support staff, external agencies, pupils and parents

	Working Time
	37 hours per week Monday to Friday. Hours to be worked are 8am – 4pm, including unpaid breaks of 36 minutes per day.  
Term time plus one week to include 5 INSET days 

	Salary/Grade
	APT&C Points 7-12 + Fringe and depending on experience
£20,092pa - £22,183pa + £898pa fringe, paid pro-rata
Actual pro-rata salary £17,109pa - £18,889pa + £764 Fringe

	Disclosure Barring Service
	Enhanced with Barred List

	MAIN (CORE) DUTIES

	Operational,  Strategic Planning:

	· To be the face of the school – the first point of contact to a range of stakeholders, parents and visitors
· Admissions 

a. Processing applications

b. Monitoring the waiting list

c. Facilitating open days, evenings, visits and telephone enquiries
d. Data inputting of pupil details

e. Liaising with previous or destination schools

f. In year transfers
g. Transition records

· Information
a. Administer school data held on IT systems e.g. Pupil databases, school policies, booklets and brochures
· Administrative
a. Provide administrative support to school
b. Liaising with pupils, parent/carers, Trust and external agencies regarding a range of school issues
c. Maintain the pupil database and the transfer of such data to Herts and other educational establishments
d. Overseeing stock requirements for school
· First Aid
a. Responsible  for administering first aid to children and staff if required
b. Responsible for administering medicines to children if required
· Statutory Responsibilities
a. Completing census documents thoroughly and on time

b. Reporting of data to correct authorities

	Staff Development:

	· To work as a member of a team and to contribute positively to effective working relations within the school
· To engage actively in the Performance Appraisal Review process
· To attend relevant in-service training as required

	Knowledge and Competencies:
	· Good knowledge of ICT systems (Word, Excel, Powerpoint, SIMS)

· Able to demonstrate high standards in Maths and English

· Positive under pressure

· Friendly, nurturing and supportive

· Able to work under own initiative

· Sense of humour

	Standards and quality assurance:

	· Support the aims and ethos of the school
· Work in line with the detail of the Staff Handbook

· Set a good example in terms of dress, punctuality and attendance
· Follow and uphold school policies
· Participate in staff training

	Communication:


	· To communicate effectively with the parents, children and other stakeholders
· To follow agreed policies for communications in the school
· Attend meetings as required 

· To prepare and provide reports as required
· To be aware of in-school procedures and confidential issues and to keep confidences appropriately

	Management of Resources:


	· To contribute to the process of the ordering and allocation of equipment and materials

· To co-operate with other staff to ensure a sharing and effective usage of resources to the benefit of the school


	Other Specific Duties:

	· To play a full part in the life of the school community
· To promote actively the school’s policies

· To continue personal, professional development

· To actively engage in the school’s self-review and evaluation processes
· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate

· To comply with the school’s procedures concerning safeguarding and to ensure that training is accessed
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