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Job Description




Job Title: School Administrator 
Main Location: Bladon House School
Responsible To: Office Supervisor and SLMT

Main Responsibilities:
· To undertake any administration duties, required of the school as directed by line manager and SLMT
· To support the office supervisor and SLMT in all aspects of their duties on site 

Key Tasks:
· Provide thorough and professional administrative support to the Office Supervisor and Senior Leadership and Management Team.
· Maintain accurate records, databases, filing systems and administrative processes in line with school procedures and statutory requirements.
· Prepare, process and distribute correspondence, reports and documentation as required.
· Undertake general office duties including photocopying, scanning, filing and document management.
· Respond promptly and professionally to enquiries from parents, carers, students, staff and external agencies.
· Screen telephone calls, emails, enquiries and requests, determining the appropriate course of action and referring matters to relevant staff where necessary.
· Handle incoming telephone calls from a range of parties, including parents, guardians, social workers, local authorities and members of the public, ensuring information is communicated accurately and efficiently.
· Manage incoming and outgoing mail, ensuring correspondence is distributed to the appropriate recipients in a timely manner.
· Welcome all visitors to the school in a professional and courteous manner.
· Ensure all visitor procedures are followed in accordance with safeguarding and health and safety requirements.
· Manage visitor sign-in processes and ensure visitors are given the correct lanyard on arrival.
· Collect daily attendance in a timely manner, ensuring that the correct attendance codes are recorded.
· Coordinate and maintain school diaries as required.
· Organise school vehicles, making sure the rota is accurate and up to date on a weekly basis.
· Manage meeting room bookings and assist with the organisation of meetings, appointments and visitor schedules.
· Support the preparation and administration of meetings where necessary.
· Be jointly responsible for the administration of the school's debit card, credit card and petty cash systems.
· Coordinate the ordering of school uniform, PPE, stationery and other miscellaneous supplies.
· Maintain appropriate stock levels of uniform, PPE and stationary.
· Maintain accurate and confidential student records and filing systems, including: 
· Education, Health and Care Plan (EHCP) documentation.
· New student admissions files.
· Student contact and emergency information.
· Archived records and documentation.
· Ensure records are updated and managed in accordance with data protection requirements.
· Work collaboratively as part of the wider administrative team, demonstrating a positive, flexible and approach.
· Provide support and cover for colleagues during periods of absence or increased workload.
· Seek guidance and assistance appropriately to ensure tasks are completed effectively and accurately.
· Adhere to all school safeguarding policies, procedures and reporting requirements.
· Report any safeguarding concerns immediately in line with the school's safeguarding procedures.
· Maintain absolute confidentiality in all aspects of work and ensure sensitive information is handled appropriately at all times.
· Play a full and active role in the life of the school community.
· Encourage staff and students to follow the example set and to challenge constructively when the standards are not met.
· Work within the spirit and intentions of the Equal Opportunities and Equality & Diversity policies and procedures and report any concerns to your line manager promptly.
· Participate in relevant training and professional development opportunities.
· Comply with all school policies and procedures, including health and safety requirements.
· Undertake any other duties as directed by the Office Supervisor, SLMT or Headteacher.

Person Specification
· Excellent organisational and administrative skills.
· Strong communication and social skills.
· Ability to prioritise workload and work under pressure.
· High level of accuracy and attention to detail.
· Professional, approachable and enthusiastic manner.
· Ability to maintain confidentiality.
· Competent IT skills, including Microsoft Office and school management systems.
· Flexible and adaptable approach to work.
· Commitment to safeguarding and promoting the welfare of children and young people.


You as an employee are required by The Health & Safety at Work Act 1974 to:
· Take reasonable care for the health and safety of yourself and others who may be affected by what you do or don’t do
· Cooperate with the company to ensure compliance with the law




And Under the Management of Health and Safety at Work Act 1999 you as an employee are required to:· Inform your employer of any work situation which you consider represents a serious and imminent danger and any shortcoming in the employer’s protection arrangements for health and safety.
· Ensure you do not misuse or interfere with equipment provided for your safety or the safety of others.






General conduct: · Employees are expected to be courteous to colleagues and provide a welcoming environment for other professionals, students, parents visitors and those making contact by telephone.
· To comply with the school’s dress code
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