St Peter’s Church of England Primary School Aylesford
JOB DESCRIPTION
School Office Administrator
Pay Grade: KS-A FTE: £24,513.00
Pro-Rata Annual Salary: £14,066.77 PA

Hours of Work: 25hrs per week -  Mon- Fri 8.00AM- 1.00PM Term time only
We are looking for a warm, organised and professional School Office Administrator to join our small, friendly school community. Working within a close-knit office team, you will play an important role in helping our school run smoothly, providing a welcoming first point of contact for pupils, parents, staff and visitors.

This is an ideal opportunity for someone with strong administrative skills who enjoys variety in their work, is confident communicating with a range of people, and thrives in a supportive, collaborative environment.

Main duties and Job Purpose:

As the face of our school office, you will help create a happy, welcoming, caring and efficient front‑of‑house experience. Your responsibilities will include:

Reception

· Being the first point of contact for parents, visitors and callers, offering a friendly and professional welcome. 

· Handling face‑to‑face enquiries, phone calls and emails regarding daily school arrangements. 

· Ensuring visitors follow safeguarding and security procedures, including issuing badges and maintaining the visitor log. 

· Managing deliveries, signing for goods and following ordering procedures alongside the School Business Manager (SBM). 

· Providing hospitality and support for visitors when required. 

· Overseeing the collection of money for trips and events. 

· Managing and maintaining the school key cabinet.

· Updating and managing the school office diary to support smooth daily operations.

Sims/School Comms
Help to maintain and operate the SIMS system, which may include:
· Supporting the upkeep of SIMS, including entering attendance information (AM/PM registers, authorised absence, un-authorised absence, lateness etc.). 

· Completing attendance-related paperwork, including Attendance Penalty Notice forms on KELSI.

· Setting up new year groups and admissions as required. 

· Inputting new pupil details and processing changes to existing records, including inputting of house colours. 

· Liaising with the school photographer and uploading new staff and pupil photos into SIMS. 

· Transferring pupil photos from the iPad onto the school computer system for record management.

· Managing the school lunch ordering system and ensuring timely communication with the School Chef. 

· Booking pupils into Wraparound Care when needed. 

· Organising seating, ticketing and communication for school performances and events.

Personnel

· Booking supply teachers as required.
· Managing staff badges and the staff information board.
General Administration
· Providing general clerical and administrative support across the school. 

· Photocopying, assisting staff with copier use, and liaising with the provider for maintenance issues. 

· Producing letters, documents and communication for the Senior Leadership Team and teaching staff. 

· Maintaining effective filing systems and helping monitor stock levels for administrative and curriculum needs. 

· Preparing starter packs and supporting the induction process for new pupil intakes.

· Undertaking additional reasonable tasks as directed by the SBM or Senior Leadership Team.

· Raising and tracking IT support tickets with our external ICT provider for any computer or system issues.

First Aid

· Train as a qualified first aider and will provide first aid as required.

· Check and replenish school first aid boxes.
· Administering medicine to pupils and liaising with parents regarding medical needs.

· Conducting regular checks of classroom asthma/medical bags.

· Maintain and update the School Emergency Grab Bag.
About You

We are looking for someone who:

· Has strong organisational and interpersonal skills.

· Can remain calm, friendly and professional in a busy school office.

· Enjoys working as part of a small, supportive team.

· Has good IT skills and is comfortable learning school systems (SIMS experience is helpful but not essential).

· Is flexible and able to prioritise a varied workload.

Why join us?

· A warm, welcoming school with a small, supportive office and staff team. 

· A role that is varied, interesting and genuinely valued within the school community. 

· Opportunities for training, including first aid certification. 

· A friendly working environment where no two days are the same.

General Expectations:

The duties may be varied to meet changed circumstances in a manner compatible with the post held, at the reasonable direction of the Head teacher. This job description does not form part of the contract of employment.  It describes the way in which the employee is expected and required to perform and complete the particular duties as set out above.

All areas of responsibility, both professional and personal, and assigned duties, are clearly specified in the performance management document. The salary is reviewed annually.
This job description is not a comprehensive definition of the post. Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as identified below. 

