	Manor Junior School 

Job Description

Office Administrator
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	Responsible to:
	Headteacher



	Liaise with
	School Business Manager/Deputy Headteacher



	Main purpose of job:

	Office Administration



	Hours of work:
	8.30am – 4.30pm (1 hour lunch)

35 hours per week – term time only




INTRODUCTION 
The role of the Administrator at Manor Junior School is to provide a support service to the Head Teacher, Business Manager, Senior Leaders, other staff, parents, pupils and other stakeholders as outlined below. 

SPECIFIC DUTIES 

General Administration 

· To liaise with parents, welcoming visitors to the school and providing hospitality to visitors 

· To cover the office reception dealing with face to face, postal, electronic and telephone enquiries in a timely and professional manner.
· To take and pass on accurate messages when queries cannot be dealt with 

· To provide cover for the school telephones, ensuring they are covered at all times 

· Arrange supply cover as directed 

· File and update records both manually and electronically

· Administer deliveries and receipt of goods 

· Administer school mail and other correspondence 

· To deal with all reasonable requests to the office from children and staff 

· To perform general office duties such as typing, photocopying, laminating, queries 

· Administration and storage of essential medicines as and when required 

· Administer first aid when required 

· To follow the school’s approved financial procedures

· To ensure the school’s security policy is rigorously enforced 
· To liaise with other professional organisations.

· To support the administrative work of the Head teacher, the School Business Manager, teaching staff and other members of the team.
· To undertake any other duties that the Head teacher may reasonably request 

Pupil and Staff Data 

· To be responsible for operation and update of the management information system (currently Integris) ensuring that all pupil data is up to date 
· To liaise with LA or DFE, on all pupil data, as and when required 

· To send data returns as and when required, preferably before deadline dates (CENSUS etc) 

· Administration and monitoring of school’s attendance data [including weekly class & individual pupils, staff attendance, including phone-calls for unresolved absences; report to DHT and related correspondence] 

· To use the Management Information System (currently Integris) to track pupil and staff data and produce reports. 

Personnel & Payroll 

· Administration of all school personnel files (hardcopy and electronic) 

· Administer CRB applications and renewals; Verify ID for new appointments 

· Responsible for recording absences 
· Responsible for maintaining training records 
Resources Administration

· To order and sell school uniform and equipment direct to parents and pupils.
· To order stock and liaise with suppliers.
· To manage petty cash
· To assist in financial administration such as collating invoices, paying bills, raising orders. 

· To monitor school photocopier usage and carry out basic maintenance tasks.
· To deal with the administration of course bookings.

