Kent County Council

Job Description: Administrator 
	School:
	St Barnabas CE VA Primary School 

	Grade:
Hours:
	Kent Range 4 (£19,389 – £20,493 pro rata)

8.15am – 4.00pm Term-time 

	Responsible to:
	Office Manager


Purpose of the Job:

To provide specific clerical and administrative functions for the school under the direction or instruction of senior staff, taking a proactive role in relation to its day-to-day functioning.

Key duties and responsibilities:
School Office:  First point of contact for phone, electronic and face-to-face enquiries, ensuring that relationships with the school community are of the highest standards. This includes dealing with parents in person and by phone/email, teachers, visitors, external agencies etc.  

Data: Maintain student information on the school’s management information system (Arbor), ensuring all details are up to date to aid accurate reporting and returns as appropriate, including daily registers, on and off-rolling pupils, producing reports as and when required, and start and end of year procedures. To support the Office Manager and School Business Manager with inputting purchase order’s and invoice data into the school’s finance system, FMS.

Admissions:  To manage enquiries from prospective parents, process in-year application forms, maintain 

the waiting list and deal admissions correspondence, including preparation of papers for appeals and liaison with the LA regarding applications.  To complete the annual admissions ranking, and ensure the fair and legal application of the LA admissions criteria, and manage all administration relating to new entrants to Reception class.

To manage the administration of transition from Y6 to secondary school and for any in-year leavers, including liaison with KCC Admissions Team and other schools.

To provide base data for the Local Authority, DfE and other agencies, completing the school census and some other statistical returns.

Attendance:  Maintain a daily attendance register.  Follow up student absences and lateness by telephone and/or email, on a daily basis with guidance from relevant colleagues, making appropriate referrals where necessary. Liaise with outside agencies, parents/carers, social services, other schools and/or organisations in relation to information on student attendance and punctuality.  Liaise with the Headteacher regarding Holiday/Leave of Absence requests.  

General Administration:  Provide administrative support to the organisation of school trips, events and end of term activities. Assist with arrangements for school visits and events and collect monies where appropriate.  

Support in maintaining stocks and supplies

Deal with external lettings of the school hall including sending out booking forms, risk assessments and preparing and sending invoices. 

Use Arbor to write and send communication to parents, to set up and deal with bookings for after-school and breakfast clubs, school trips and events.

Manage FSM applications and ensure Arbor/school kitchen is correctly updated and staff aware.

Be familiar with and comply with a full range of policies and procedures relating to child protection, health, safety, security, and confidentiality reporting all concerns to an appropriate person to ensure pupils’ well-being and to act as fire warden.
Contribute to the overall work/aims of the school and appreciate and support the role of colleagues and other professionals to enable the school to fulfil its development plan. 

Kent County Council

Person Specification: Administrator
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.  Applicants should describe in their application how they meet these criteria.

	
	CRITERIA

Essential 
	CRITERIA 

Desirable 

	EXPERIENCE


	Proven administration experience

Excellent communication skills, verbal and written 
Proven experience in use of MS Applications including Word & Excel


	· Experience of using SIMS and/or Arbor
· Experience of submitting statutory returns in a school setting



	SKILLS AND ABILITIES


	· Ability to receive and assess information over the telephone or in person, communicate effectively and refer to the appropriate person or source of information

· Relates well to children, parents and outside agencies and is able to establish good relationships 
· Ability to deal with potentially difficult or sensitive situations, in a professional and appropriate manner 

· Attention to detail and ability to maintain accurate records.
· Ability to forward-plan, prioritise and meet deadlines, taking personal responsibility for organising day-to-day workload
· Ability to investigate queries and anomalies when required

· Ability to operate computerised and manual filing systems and to make improvements where necessary

· A good team member, willing to share ideas and skills, with the self-confidence to make well-informed decisions and be proactive with the initiative to act, or ask when unsure. 
· Excellent interpersonal and organisational skills together with patience, empathy and a sense of humour
· Commitment to equalities and the promotion of diversity in all aspects of working.
	· Competent user of SIMS

· Competent user of Microsoft Excel




	KNOWLEDGE


	Knowledge of MS applications and manual filing systems.


	· Awareness of Data Protection and confidentiality issues.

· Staff will be expected to have an awareness of and work within national legislation and procedures relating to Health and Safety.

· Demonstrate a good understanding of the work of a school
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