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Office Administrator


Job Description

	Grade:
	Kent Scheme A
(39 weeks plus holiday entitlement)

	Responsible to:
	Line Manager


Purpose of the Job:

To provide general clerical or administrative support to the school under the direction or instruction of the Office Manager.

Key duties and responsibilities:

1.	Provide administrative support e.g., photocopying, filing, emailing, and completion of routine forms. This could be directly supporting the Senior Leadership Team.

2. 	General letter / monitor office emails – promptly responding to or redirecting enquiries as appropriate to correct members of staff.

3.	Keep the school calendar and website up to date.

4.	Deal with any matters arising relating to the photocopies, contacting the company as required ensuring faults are promptly dealt with.

5.	Support the EVC with organisation of school trips, administration, booking of coaches, etc including the collection of any funds.

6.	Provide administrative support to the Educational Visits Coordinator (EVC) in organising school swimming lessons. Duties include arranging transport and swimming instructors and managing the collection and reconciliation of funds.

7.	Provide administrative support to colleagues in managing and coordinating the school’s bike rental scheme assisting with documentation and communication with parents.

8.	Coordinate and track staff First Aid training to ensure compliance with health and safety and Ofsted requirements as well as managing the ordering of supplies.

9.	Provide administrative support to the Office manager for new pupil admissions, coordinating transition day arrangements and preparing Year R information packs for parents' evening.

10.	Oversee the use of Arbor for any parent payments.

11.	Assist with Arbor end of year procedures.

Individuals in this role may also undertake some or all of the following:
1. 	Undertake reception duties; act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors.
2. 	First point of contact for sick pupils, liaise with parents / carers / staff.
3. 	Undertake photocopying and shredding as required
4. 	General First Aid Duties

In addition, the post holder will undertake any other miscellaneous work, deemed suitable by the Members/Trustees.

We are committed to equality throughout our organisation. We are also committed to safeguarding and promoting the welfare of children and expect all staff and volunteers to share this commitment.


Post holder:	……………………………………………

Signed:		……………………………………………

Date:		……………………………………………



Reviewed: November 2025




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. 
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Primary Partnership

Growing Together, Striving for Excellence.





