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School Administrator – Job Description

Salary: £27,852 - £29,716
Contract: Permanent 52-Week 
Reports to: Senior Leadership Team
Role Purpose
The School Administrator will provide high-quality administrative support to ensure the efficient operation of the school. The postholder will play a key role in supporting HR processes, admissions, EHCP documentation, and school data management. This role requires strong organisational skills, attention to detail, and the ability to handle sensitive and confidential information.
Contractual Expectations
This is a 52-week contract. The postholder will be required to work throughout the full calendar year, including school holiday periods, to support the continuous operational and administrative needs of the school. Working patterns may vary during holiday periods in line with school requirements. Annual leave is requested. 
Core Responsibilities
HR Support
- Provide administrative support for HR processes
- Maintain accurate staff records and personnel files
- Support recruitment administration (advertising, interview scheduling, compliance checks)
- Assist with onboarding and induction documentation
- Support absence monitoring and record keeping
- Ensure confidentiality of all HR-related information
Admissions Support
- Provide administrative support for pupil admissions
- Maintain accurate admissions records and documentation
- Liaise with families and professionals as required
- Support organisation of school visits and transition meetings
- Assist with admissions reporting and tracking
EHCP Paperwork
- Provide administrative support for EHCP processes
- Maintain accurate and up-to-date pupil records
- Support preparation of documentation for reviews and meetings
- Ensure documentation is completed within required timescales
- Liaise with staff and external professionals as required
School Data Support
- Support maintenance of school data systems and records
- Assist with data entry, accuracy checks, and updates
- Support attendance, pupil records, and reporting systems
- Assist with compliance and statutory returns where required
- Ensure data confidentiality and integrity
General Administrative Duties
- Provide general administrative support to the school
- Manage correspondence, filing, and record keeping
- Support reception duties where required
- Assist with scheduling meetings and maintaining calendars
- Support preparation of reports and documentation
- Undertake other administrative duties appropriate to the role
Key Expectations
- Maintain strict confidentiality and professionalism
- Demonstrate strong organisational and time-management skills
- Communicate effectively with staff, families, and external professionals
- Support a positive and professional school environment
- Work collaboratively with the Senior Leadership Team
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