	Role Title

	Typically reports to

	Administrator 4
	Line Manager

	Information sources
    
	Date of profile

	Agreed by School Working Party Job Evaluation Panel
	150711

	Purpose of the role (job statement)

	To manage the administrative and/or finance function within the school, including staff and systems.

	Responsibilities 

	Key duties:

1. Plan, develop, adapts, organise and monitor support systems, procedures and policies;
2. Manage / supervise administrative staff;
3. Provide support, advice and guidance on administrative issues to senior staff, governing body and others;
4. Liaise with other staff, pupils, parents/carers and external agencies;
5. Develop and maintain confidential record and information systems;
6. Undertake analysis and evaluation of data, and produce ad hoc detailed reports and information;
7. Responsible for completion and submission of forms, returns etc., including those to outside agencies;
8. Maintain confidentiality and adhere to safeguarding procedures.  
Individuals in this role may also:

1. Produce, and respond to, correspondence;
2. Assist in the management and monitoring of the school’s financial processes and budgets;
3. Contribute to the service contracts, school licences and insurance;
4. Assist with the marketing and promotion of the school;
5. Manage lettings and the use of premises and associated income;
6. Responsible for ensuring the selection, ordering and storage of supplies within a budget.  


	Indicative knowledge, skills and experience 

	· Knowledge and experience of developing and managing relevant administrative/finance systems and specialist ICT packages;
· National qualifications Level 4, HND, A Levels or relevant extensive experience;
· Good interpersonal/communication skills;
· Relevant managerial experience.  


