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JOB DESCRIPTION 
 SCHOOL ADMINISTRATOR
Responsible to: Head Teacher / School Leader
Main purpose of the Job

The primary function is to provide administration support to the school.
Responsibilities include:
· Production of regular management information

· Production and return of weekly and monthly reports
· Management of registers and attendance reports
· Providing administrative support for examination
· Running of the school half termly newsletter
· Maintain relevant handbooks, calendars, policies, risk assessments and other working documents related to the school

· Liaise with carers/home managers and other employees where relevant
· Undertake general financial administration including:

- Raising orders/invoices;

- Process payments;

- Input budget figures;

- Responsibility for computerised transactions;

- Recording budget data 
· Other general administration duties to include – 

· General filing 
· Photocopying and reprographics 
· Accessing E Mail/Internet/Company Portals as required
· Assistance in the clerical arrangements for trips/school events
· Keeping Pupil records up to date include SEN summaries and pupil report collation

· Letter and report writing 
· Dealing with incoming/ outgoing mail 
· Minute writing for meetings 

· Undertake reception duties including answering telephone and welcoming visitors to the school. 
· Handling school enquiries

· Ordering supplies and equipment. 

· Diary management for school.

FURTHER INFORMATION

This job description is intended as a guide to the main responsibilities of the post and not an exhaustive list of duties and tasks.  The post holder may be required to undertake other duties appropriate to his/her role, which are not listed above at the discretion of his/her manager.  This job description may be amended from time to time after consultation with the post holder.
SCHOOL ADMINISTRATOR
PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications
	· GCSE/ L2 English
· GCSE/ L2 Maths

· L2 IT Skills

· Proficient in the use of Excel and word. 


	NVQ2 in Business Administration
L3 ITQ


	Knowledge & Skills
	· Excellent communication skills
· Excellent computer skills 
· Able to follow Privacy and Confidentiality Procedures 
· Ability to work under own initiative 
· Ability to take direction and work as part of a team 
· Ability to work in partnership and liaise with other professionals 
· Good understanding Equal Opportunities and Anti - Discriminatory Practice issues 
· Excellent knowledge of Microsoft Office (In particular Outlook, Word, Publisher, PowerPoint and Excel) 
· Able to analyse data using Computerised Software

· Able to follow Health and Safety Procedures

	· Experience of working within Ofsted guidelines for Independent Schools

	Experience
	· Previous Office Experience 

	· Experience of working within a school
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