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JOB OUTLINE - Office Manager; School Administrator


JOB TITLE:		School Administrator


GRADE:		Scale 5


RESPONSIBLE TO:  		Headteacher


RESPONSIBLE FOR:  		Administrative staff/caretaking, cleaning staff 


JOB PURPOSE

To manage the provision of our whole school administration, secretarial and financial support services; to assist in the planning, development and monitoring of other school support services as required e.g. cleaning, caretaking; to manage school office staff.

JOB RESPONSIBILITIES AND TASKS
.
Ensure that all resources are used effectively to deliver the best outcomes for children.

· Manage with the Headteacher a variety of school operations, including monitoring health & safety, compliance, and estates

· Support financial planning, budget management, and procurement.

· Responsibility for the accurate handling and security of cash, cheques or financial resources and/or have responsibility for ordering stocks and supplies for the whole school.

· Oversee HR administration, recruitment, and staff development 

· Take a lead role in planning, development, design, organisation and monitoring of support systems/procedures/policies and manage service contracts

· Liaise between Headteachers/teaching staff and support staff

· Support recruitment/induction/appraisal/training/mentoring for staff managed

· Take lead role in the development and maintenance of record/information systems

· Provide detailed analysis and evaluation of data/ and produce detailed reports/information as required

· Produce, and respond to, complex correspondence

· Provide organisational and complex advisory personal support to other staff 

· Manage complex administrative procedures

· Manage the training schedule and set training for all annual compliance courses as required e.g safeguarding, fire safety, asbestos management 

· Manage facilities including premises, lettings and associated income, building and projects etc.

· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies, e.g. DfE

· Manage computerised management information systems, e.g. ARBOR E5 or similar finance system 

· Be responsible for the selection and management of resources, including management of the budget and regular audit of resources
· Manage the website 

· Take a lead role in the recruitment of support staff and in managing associated employment procedures

· Maintain policies and procedures 

· Ensure procurement is effective and sponsorship/funding opportunities explored

· Work closely with the Headteacher and SLT to support strategic planning.

· Direct supervision of some school staff; e.g. caretaker, children’s superintendents.

· Contact with staff/parent/carer community to be effective supporting all school processes 

· Work is subject to deadlines involving changing problems, circumstances or demand.

· Be a key holder 

The above list is not exhaustive 

QUALIFICATIONS, KNOWLEDGE & SKILLS REQUIRED

· NVQ Level 3 or equivalent qualification or experience in relevant discipline
· Excellent numeracy/literacy skills
· The ability to support staff/pupils/respond to parents through fluent and accurately spoken English
· Effective use of specialist ICT packages
· Strong ICT skills 
· Use of specialist equipment/resources
· Full working knowledge of relevant polices/codes of practice/legislation
· Ability to organise, lead and motivate other staff
· Ability to plan and develop systems
· Ability to relate well to children and adults
· Work constructively as part of a team, understanding school roles and responsibilities and own position within these
· Ability to work under pressure and to tight deadlines
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Pupils, parents, school staff, Headteacher, Governors, Local Authority, suppliers, contractors.







Person Specification – School administrator  
	 
 
	
	Essential 
	
	Desirable 

	Qualifications Evidence of: 
	
 
	GCSE Maths and English at Grade 4/ C and above 
Relevant Level 2 qualifications in 
Administration or Finance 
	- 
- 
	Current First Aid qualification Relevant Level 3 
Qualifications in 
Administration or Finance 

	Experience 
Demonstrate experience of: 
 
	



	Secure knowledge of Word, Excel and Microsoft 365
Good problem-solving skills with an unwavering commitment to customer satisfaction and a can-do attitude 
Previous relevant experience in a front-facing office environment 
Ability to multitask under pressure and work to deadlines 
Financial planning and management of budget
	- 
- 
	Experience of School MIS (e.g. Arbor) and payment systems (e.g. 
ParentPay) 
Experience of using social media to communicate with parents and carers 
Production of a weekly newsletter 
Website management 

	Knowledge and understanding  
Requirements

	

	Ability to remain confidential and follow GDPR 
Understand basic health and safety requirements 
Understand child protection and safeguarding aspects
 
	 
	

	Skills 
Demonstrate the ability to: 
	


	Work as part of a group and individually 
Inspire trust and confidence in children Encourage high standards of pupil behaviour at all times 
	 
	

	
	
	Liaise with colleagues and other staff in a professional manner  
	
	

	
	
	observe the boundaries of the role and Respect confidential information 
	
	

	
	
 
	Remain calm under pressure 
	
	

	Personal 
Characteristics As a professional, show that you are: 
	



	Enthusiastic 
Calm under pressure 
Empathetic 
Well - organised 
	 
	

	
	
	Reliable 
Trustworthy

	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 
 
 
 
 
