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School Office Administrator


Salary:		KSB
Hours:			25hrs, term time only
Responsible to:	Headteacher

Job Purpose

To provide a welcoming, professional, and efficient reception service for the school, acting as the first point of contact for pupils, parents, staff, visitors, and external agencies, while supporting the smooth day-to-day administration of the school office.


Key Responsibilities

Reception & Front-of-House

· Act as the first point of contact for visitors, parents, pupils, and staff, providing a friendly and professional welcome
· Manage the school reception area, ensuring it is safe, organised, and welcoming
· Operate the school’s sign-in/sign-out and visitor badge systems in line with safeguarding procedures
· Answer and direct incoming telephone calls promptly and professionally
· Handle general enquiries in person, by phone, and by email, referring matters appropriately

Administration & Office Support

· Provide administrative support to the school office team
· Manage incoming and outgoing post and deliveries
· Maintain accurate records, including pupil attendance information (where required)
· Support the use of school management information systems (MIS)
· Undertake typing, filing, photocopying, and data entry as required
· Assist with maintaining pupil and staff records in line with GDPR and data protection requirements
· Experience of Office 365

Pupil & Parent Support

· Deal sensitively and appropriately with pupils requiring first-point support (e.g. late arrivals, illness, messages home)
· Communicate effectively with parents and carers, including relaying messages to staff
· Support attendance and punctuality procedures, as directed

Safeguarding, Health & Safety

· Uphold the school’s safeguarding and child protection policies at all times
· Follow health and safety procedures, including emergency and lockdown protocols
· Report concerns about pupil welfare to the Designated Safeguarding Lead (DSL)

General

· Maintain confidentiality at all times
· Support school events where required (e.g. parents’ evenings, meetings)
· Undertake training and professional development as required
· Carry out other reasonable duties as directed by senior staff


Person Specification

Essential Criteria

Qualifications & Training

· GCSEs (or equivalent) in English and Mathematics (Grade C/4 or above)
· Willingness to undertake safeguarding and first aid training

Experience

· Experience of working in a reception, customer service, or office environment
· Experience of dealing with the public in a professional and courteous manner

Skills & Knowledge

· Excellent verbal and written communication skills
· Strong organisational and time-management skills
· Ability to remain calm and professional in a busy environment
· Competent IT skills, including use of email, word processing, and databases
· Understanding of the importance of confidentiality and data protection

Personal Qualities

· Friendly, approachable, and professional manner
· Reliable, punctual, and well-presented
· Ability to work both independently and as part of a team
· Flexible and adaptable to changing priorities
· Commitment to safeguarding and promoting the welfare of children

Desirable Criteria

Qualifications & Experience

· Experience of working in a school or educational setting
· Knowledge of school management information systems (e.g. Pupil Asset)

Skills & Attributes

· Experience of attendance monitoring or pupil data
· Ability to deal confidently with challenging situations or upset parents
· Understanding of school safeguarding procedures


Safeguarding Statement

This post is subject to an enhanced Disclosure and Barring Service (DBS) check. The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.
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