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JOB DESCRIPTION – School Administrator
Responsible to - School Business Manager
To work Monday to Friday during term time from 8.30am – 4pm – 35 hours per week
Kent Range 6 – pro-rata (To include INSET days as required)
PURPOSE:
The School Administrator will support the SBM, Head Teacher, staff and pupils in the organisation of the running of the school, from an administrative viewpoint.  Responsible for the administration of the school office and school office systems. Manage the admissions procedure of the school. Promote the school in a positive manner at all times to staff, pupils and visitors. Work in accordance with national, KCC and school policies and procedures.
MAIN RESPONSIBILITIES
OFFICE MANAGEMENT
· Manage the school office to ensure the smooth day-to-day running of the school. Manage all queries from various sources, in person, in writing, by email or by telephone to ensure that problems can be solved and that precise information is given.  Ensure SBM and HT are adequately informed of received queries and seek their approval as necessary before replying.  
· Organise the administrative division within the school involving typing, diary and diary board management and filing, to guarantee an efficient and well-structured office system.
· Responsible for the maintenance and resupply of all stationary.  
· Oversee procedures with staff ensuring policy is followed and ordering meets financial requirements of the school.
· Commit orders onto schools FMS system
· Ensuring all receipts and expenditures are correctly logged in the school’s financial system (FMS)
· Act as first point of contact for all visitors to the school including the initial response to complaints, thereby defusing potential conflict situations, at all times promoting a positive image of the school.
· Assist with administration of appointing new staff to the school. For example DBS checks, references and health checks.
· Source supply teachers to arrange supply cover for teaching staff absences and prepare all related documentation in regards to financial commitments and safeguarding
· Carry out safeguarding procedures to all visitors, signing them in, check identification and handing our safeguarding information
· Maintain Schools’ Information Management System (SIMS) database of pupils using a number of applications such as Word, Excel, Office and other organisational data bases.
SIMS
· Develop, maintain and document an efficient and up-to-date system, ensuring that information such as attendance records and admissions is kept confidentially, accurate and readily available. Ensure that all sensitive information is kept secure and confidential.
· Diary and calendar management
· Website administration.
· Maintain records of staff absence via SIMS and provide reports to the Headteacher every term
· Monitor absenteeism and sickness levels in the school for pupils only and produce reports for the Headteacher or SLT . Take appropriate action to ensure that the disruptive effects of sickness/absence are minimised. 
· Ensure absence and reporting arrangements are followed by staff.
MONITORING AND REPORTING
· Carry out the School Census and complete all additional reports as requested.
· Complete and ensure that the School Asset Register is accurate and updated regularly.
ADMISSIONS ADMINISTRATION
· Complete all admissions administration as required throughout the year.
· Under direction of the Headteacher or DSL, liaise with the Education Welfare Officer, referring children or families as necessary, including Front Door Referrals for children Missing in Education

LIAISON WITH PARENTS
· Compile and distribute school newsletters to parents as directed by HT.
· Work with families to ensure that the health and welfare issues of the children are managed appropriately and in line with school and KCC policies and procedures.
· Be instrumental in the organisation of school trips and major school events. This encompasses the preparation, from organising transport to collecting money from pupils.
OTHER RESPONSIBILITES
· The Administrator has contact with the SBM, Head Teacher, teachers, support staff, parents, Governing Body, School Nurse, contractors, Social Services, LEA Staff, Police, statutory agencies and supply agencies.
· Give other general support to the SBM as required
· Ordering of lunches daily and liaising with caters as required and provide figures to SBM, using parentpay to gain figures
· Manage the ordering, administration and sale of school uniform stock, book clubs, hats and book bags. 
· Managing the ordering and stock levels of First Aids equipment and supplies.
· To use and promote standard English at all times.

· To support the aims and values of the school and to promote equal opportunities at all times.
· To be aware of and follow school procedures and polices and work within national legislation.
· To maintain confidentiality at all times in respect of school – related matters and to prevent disclosure of confidential and sensitive information.
· To be first contact to deal with first aid communication as needed and contact parents, ambulance as required.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.
.
NECESSARY EXPERIENCE
· Office experience necessary.
· High level of computer literacy.
· Previous experience of wide range of financial systems, both manual and computerised, to at least a minimum level.
· Previous experience of - Schools Information Management System(SIMS) Word, Excel, Office, and other organisational data bases.
· Must also be able to deal with a variety of people in a sensitive and diplomatic manner and have regard for the confidential nature of the work.
· Excellent communication and organisational skills are essential.
· Must be able to work under pressure and use own initiative, and have the ability to prioritise own workloads and work to deadlines.
· A desire to develop the Administration role as needed within line with current regulations.
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Signed………………………………………………………. Date………………………..
Signed……………………………………..(Headteacher)  Date………………………
