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Office Administrator
Job Description


Pay Grade:		KSC 
Hours per Week:	37.5hrs, term time only
Working Hours:	Monday to Friday 8.00am to 4.00pm	(with 30 mins unpaid lunchbreak)                                                    
Reports to:  		Headteacher


Main Purpose

· To provide an effective and efficient clerical and welfare support to the school
· To ensure that systems are in place for the efficient day to day management of the school.
· Be a prime point of reference for pupils and parents if they require information or have a concern.
· To liaise, with other school staff and others outside the school, particularly parents, professional associations, and the local community, in a highly professional manner and representing the high standards of the organisation. 

Duties and Responsibilities

Reception

· Provide a first point of contact for pupils and parents at reception to deal with any problems that arise in the first instance or refer them on to ensure that problems are dealt with effectively. 
· To answer telephone calls when the Office Administrator is not available.
· To ensure school security arrangements are always complied with, including the issue of visitor’s badges and signing in. 
· To ensure site visits and maintenance are booked in (liaising with site manager)
· To accept and sign for deliveries as appropriate.
· To provide hospitality for visitors to the school.

Finance

1. To be the link between the school and Central Services Team by collating orders, checking of goods and forwarding paperwork electronically including invoices. 
2. Take messages and enquiries and ensure that they are passed on to the relevant members of staff or the Central Services Team.
3. To help to ensure the school is following ‘Best Value’ procedures.
4. To keep a full timeline of documentation of all school purchase card expenditure and forward to the Central Services Team within 10 days of the statement. 
5. To manage school monies and make appropriate arrangements for banking keeping within guidelines of the Schools Finance Policy and managing School Money payment system.
6. Undertake administrative tasks relating to licences held by the school.
7. Be responsible for maintaining the Asset Register.
8. Be responsible for administration of school lettings, liaising with the caretaker and hirer as required. To liaise also with the Central Services Team so invoices can be sent out.
9. To work with the volunteers.

Personnel

1. To support HR lead at Central Service Team by completing and sending off all relevant HR paperwork.
1. Ensure induction paperwork/ID badges/parking fob/ security passes are available for each member of staff and keep records of which member of staff has fob/security pass.
1. Be responsible for recording and monitoring absence, overtime, and other subsistence claims, sending to the Central Services Team within timescales.
1. To maintain the school’s Single Central Record in respect of the Disclosure and Barring Service. Ensuring that DBS checks for volunteers/governors/agency/contractors are carried out where required including key documents are recorded on the SCR (keeping children safe in education/code of conduct/acceptable use.

Admissions

· Collate and monitor applications for admissions, including new intake of pupils; provide prospective parents with information on the school; enter new intake onto Pupil Asset, ensuring that the necessary procedures are complied with including monitoring free school meals.
· Complete relevant forms for pupils leaving the school; update Pupil Asset; and send pupil’s files and records to the relevant secondary schools to ensure that procedures are complied with. 
· To manage the primary school admission policies to ensure compliance with LA guidelines and maintain waiting lists and allocate spaces accordingly in line with the schools’ admissions policy.
· Import and Export data from S2S and Collective website. 
· Maintain Cool Milk provision list and arrange fruit delivery for KS1).

Other Duties

· To complete all statutory LA/DfES School Census Returns.
· Liaise with teachers for trips/sports events/bike ability/swimming – producing letters, risk assessments and organise transport as necessary.
· Updating the website
· Organising parents’ evenings.
· GDPR - Be initial point of contact for data protection queries and maintaining data protection records (including staff and governors) to support the headteacher in ensuring compliance with the school’s obligations under GDPR alongside DEALT including report data breaches.
· ICT Reporting
· Fire Marshall
· Recording of Pupil Premium uniform spend.

Welfare

· Care for first aid of children who are hurt or unwell, including liaison with other staff, parents and emergency services.
· Report and record accidents/injuries in Accident Book or equivalent.

General 

· Be committed to the safeguarding and promotion of the welfare of children and young people.
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, equal opportunities, reporting all concerns to an appropriate person.
· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment.
· Ensure the office is kept tidy, organised and in good order at all times, making sure there are sufficient office resources available.
· Contribute to the overall ethos/work/aims of the school.
· Establish constructive relationships and communication with all staff and other agencies/professional.
· Effectively manage and prioritise workload.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· Participate in training and other learning activities and performance development as required.
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development, and training opportunities in discussion with line manager.
· Ensure that all members of the office present, at all times, a positive image to the school to all staff, parents and visitors both internally and externally.

The duties above are neither exclusive nor exhaustive and the post holder may be required by the Head Teacher to carry out appropriate duties within the context of the job, skills and grade.

This job description describes in general terms the normal duties which the post holder will be expected to undertake. However, the job description or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post.







Signed……………………………(Headteacher) 		Date …………………………





Signed…………………………….. (Employee) 		Date ………………………….

































	Person Speciation

	

	Criteria

	Qualities

	Qualifications
	· Good GCSE levels in English and Maths


	Experience
	· Working in an office environment. 
· Developing, managing, and operating clerical/administrative and organisational systems.
· 

	Skills & Knowledge
	· Excellent attention to detail.
· Excellent literacy/numeracy skills.
· Competent use of IT packages including word processing, and school MIS systems.
· Ability to use relevant office equipment effectively.
· Ability to plan, organise and prioritise.
· 

	Personal Qualities
	· Has a good sense of humour and can smile in adversity.
· Commitment to acting with integrity, honesty, loyalty, and fairness to safeguard the assets, financial probity, and reputation of the school.
· Ability to work under pressure and prioritise effectively.
· Commitment to maintaining confidentiality at all times.
· Commitment to safeguarding and equality.
· Embraces change well.
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