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Lightyear Federation
    Caring, Dreaming, Thinking Bigger

Job Description:
Nursery & School Administrator
	Schools:
	Greatstone Primary School

	Grade:
	KSC £25,252 (Pro Rata £15,615)

	Hours:
	23.5 hours per week

	Weeks:
	39 weeks per year

	Responsible to:
	Business Director

	Date:
	July 2025


Purpose of the Job:

To provide administrative and organisational services to the school under the
management and guidance of the Leadership Team.
Act as first point of contact for all parents and other visitors to the school, meet and greet all visitors and ensure that they are dealt with in a professional welcoming and friendly manner, whilst ensure all safeguarding procedures are meet.
Key Duties and Responsibilities:

· Provide administrative, and organisational services to the school and nursery.

· To create and maintain accurate pupil records and school & nursery roll information on Arbor, including Health Care Plans, Free School Meal Eligibility and Reports.
· To prepare the school census with the support of the Head of School or Business Director.
· Liaise with pupils, parents/carers.
· Liaise with other staff and external agencies.
· Organise arrangements for school visits and events.
· Manage whole school and nursery communication via Arbor and Dojo, ensuring that communication is efficient, effective and timely.
· Manage the school & nursery website and Facebook content, ensuring all information meets statutory requirements and is up to date.

· Assist with producing marketing and promotion material for the school.

· Undertake personnel administration, such as DBS checks, reference request and filing.
· To arrange and monitor extra curriculum activities such as teacher run clubs, external clubs and extended care, ensuring accurate registers, safeguarding checks are in place and relevant consents have been obtain.
· To act as the initial point of contact for all admissions enquires providing routine information regarding admissions process and policies to parents/carers, referring more complex enquires to the Head of School or Business Director.

· To maintain a waiting list for school places and apply the criteria for admissions in accordance with school policy.

· To issue routine correspondence/offer letters/information packs to parents regarding admissions in accordance with school procedure.

· To arrange admissions meeting for new families with Head of School or Deputy Head.

In additional all members of the school community are expected to:

· Display a commitment to child protection and safeguarding. Report to the Head of School any behaviour by colleagues, parents and children which raises concern.

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Providing cover for team members, ensuring continuous service in the light of any absence.

Footnote:
This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

