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Music Department Administrator
Job Description

	Reporting To
	Director of Music

	Salary  
	Kent Range 3

	Working Time
	4 hours a week

	DBS
	Enhanced 

	Date  
	01.09.25

	Key Responsibilities:
· Monitor and publish visiting instrumental teachers’ timetables.
· Coordinate and maintain paperwork for music-related school trips.
· Oversee the hire and return of instruments through Kent Music.
· Updating music ensemble registers for school data
· Organise ticketing for school concerts and assist with promotional materials.
· Act as a front-of-house presence at concerts, welcoming guests and managing the door.
Essential Skills & Qualities:
· Strong administrative and organisational skills.
· Knowledge of Microsoft Word & Excel (Apple Mac & SIMS training will be given)
· Confidence in working independently and managing schedules.
· Willingness and availability to work some evenings (usually Mondays and Tuesdays).
· A friendly and professional manner, especially when dealing with students, parents and visitors.
This is a vital support role in a dynamic department, perfect for someone with an interest in music and a flair for coordination.
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Job Description


 


 


Summary of Job


 


To assist the 


IT


 


Manager in the


 


running of the school network.


 


 


To provide technical advice and support 


to teachers, support staff, students and 


governors 


in the practical and technical aspects of IT by preparing, providing, 


maintaining organising and managing resources. 


 


 


To d


emonstrat


e and teach 


practical skills.


 


 


 


To m


onitor


 


the lesson


 


work of pupils in designated IT teaching areas.  


 


 


To deliver IT support and learning for pupils.


 


 


To 


work with 


SIMS MIS database 


and 


ensure 


correct permissions 


are 


set 


and 


support staff logins.


 


 


To have the ability to troubleshoot and problem solve using their


 


own initiative.


 


 


To take responsibility for projects from start to finish, including major improvement 


projects.


 


 


To deputise for the IT Manager in their absence.


 


 


Reporting To


 


IT 


Manager


 


Salary  


 


Kent Range 


6


-


7


, depending on experience


 


Working Time


 


37


 


hours per week


, year


-


round


 


DBS


 


Enhanced 


 


Date  


 


 


Outline of main responsibilities, purpose and tasks


 


 


·


 


IT and similar references in this Job Description includes IT and computer systems, 


(


including 


their networks


)


, as well as telephony systems, printing


 


and copying solutions, and projection


, 


sound systems


, 


stage lighting and other technologies. “School” as a term includes all aspects of 


the site 


–


 


main school, grounds, etc


.


 


 


·


 


To provide 


immediate help to teachers 


in their classroom 


when 


an issue arises


.


 


·


 


To assist the 


IT 


Manager with budgeting, hardware and software provision, infrastructure, 


network cabling, software licenses, inventory, network security and essential Internet security 


that protects children and staff.
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  Assistant  IT   Manager   Job Description    

Summary of Job  To assist the  IT   Manager in the   running of the school network.     To provide technical advice and support  to teachers, support staff, students and  governors  in the practical and technical aspects of IT by preparing, providing,  maintaining organising and managing resources.      To d emonstrat e and teach  practical skills.       To m onitor   the lesson   work of pupils in designated IT teaching areas.       To deliver IT support and learning for pupils.     To  work with  SIMS MIS database  and  ensure  correct permissions  are  set  and  support staff logins.     To have the ability to troubleshoot and problem solve using their   own initiative.     To take responsibility for projects from start to finish, including major improvement  projects.     To deputise for the IT Manager in their absence.    

Reporting To  IT  Manager  

Salary    Kent Range  6 - 7 , depending on experience  

Working Time  37   hours per week , year - round  

DBS  Enhanced   

Date     

Outline of main responsibilities, purpose and tasks        IT and similar references in this Job Description includes IT and computer systems,  ( including  their networks ) , as well as telephony systems, printing   and copying solutions, and projection ,  sound systems ,  stage lighting and other technologies. “School” as a term includes all aspects of  the site  –   main school, grounds, etc .        To provide  immediate help to teachers  in their classroom  when  an issue arises .      To assist the  IT  Manager with budgeting, hardware and software provision, infrastructure,  network cabling, software licenses, inventory, network security and essential Internet security  that protects children and staff.  

