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	Job description for the post of: Administrator 

	Salary Range:  Grade 4 (SCP 4-6)      Term time only Plus 5 Days                                                  

	Responsible to: Office Manager

Supervision / Line Management Responsibilities of the post
· N/A


	Role Purpose: 
Under supervision; maintain, update and extract information from systems and databases and provide general administrative and clerical support for the school. This could include producing management information and/or the provision of general advice and guidance to pupils, parents and staff or call for the use of higher level text processing/spreadsheet/IT skills or audio typing that involves the use of a range of software packages.
To actively support and model the ethos and aims of Bowland High School


	Main Responsibilities

	· Provide general clerical and administrative support, including word processing, minute taking, filing routine correspondence, distributing mail etc.
· Maintaining and updating manual and computerised records including, for example, records of free school meals, school trips, registers, examinations, assessments etc.
· Administering visits, exams, assessment and work experience arrangements.
· Production of regular management information and assist in the production of reports for the senior leadership team
· Undertake reception duties including answering telephones and responding to routine queries, including, where appropriate, dealing with visitors on behalf of Headteacher
· Maintaining stock and ordering supplies, including the processing of orders, check of incoming deliveries.
· General welfare support, where required, including the responsibility for pursuing pupil absence with parents including recording and monitoring of absence and production of reports.
· Invigilation of exams
· To work within school policies and procedures.
· To contribute to the provision of an effective environment for learning.
· To support the promotion of positive relationships with parents and outside agencies.
· To attend skill training and participate in personal/performance development as required.
· To take care for their own and other people's health and safety.
· To be aware of the confidential nature of issues.


	

	
Trustwide Responsibilities
· Promote the Trust’s values and act with respect and integrity; to serve our schools and communities seriously, collaborating with each other so that all achievement is recognised and everyone can thrive. 
· Champion the Trust’s core values of Achieve, Belong, and Collaborate in day to day work.
· Contribute to the wider life and community of the Trust, supporting shared initiatives and collective goals.
· Maintain confidentiality, professionalism, and integrity in all interactions.
· Undertake any other reasonable duties in line with the role and Trust requirements.
Safeguarding & Child Protection.  All staff must:
· Commit to safeguarding and promoting the welfare of children and young people.
· Understand and adhere to the Trust’s safeguarding policies and procedures.
· Participate in relevant training and report any concerns promptly.

Health and safety  
· All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy.

	Other responsibilities all employees have the responsibility to: 
· Ensure any documentation produced is to a high standard and is in line with the brand style 
· Be aware and comply with all policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person 
· Ensure that records are managed appropriately and that data is secured.  
· Participate in training and other learning activities as required 
· Participate in the trust/school Appraisal and Development Processes 
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate 
· To represent the trust/school/ at events as appropriate 
· To support and promote the trust/school/ ethos 
· To undertake any other duties and responsibilities as required that are covered by the general scope of the post 
· To undertake any other reasonable duties at the request of the  Headteacher

	Prepared by:
	L Fielden
	Date:
	June 2026



Equal opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.
Health and safety  
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy.

Safeguarding Commitment 
      This school is committed to safeguarding and protecting the welfare of children and young people and expects   all staff and volunteers to share this commitment.
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