JOB DESCRIPTION
SCHOOL ADMINISTRATOR – GRADE 3.4
	School
	Risby CEVC Primary School

	Post
	School Administrator

	Proposed Grade
	Grade 3.4

	Responsible to
	Headteacher


Employment Details
Contract: Permanent
Working pattern: Term-time only, 39 weeks per year
Hours: 20 paid hours per week
Actual annual salary: £11991.10 (pro rata)
Monday and Friday: 8:30am–3:30pm (30-minute unpaid lunch break each day)
Tuesday and Thursday: 8:30am–12:00pm
Job Purpose
To support the smooth day-to-day running of the school office by providing a welcoming, accurate and efficient administrative service to pupils, parents/carers, staff, governors, visitors and external organisations. The postholder will carry out routine duties in accordance with school procedures, maintain confidentiality and refer complex matters to the Headteacher or designated colleague.
1. Reception and Communication
Welcome visitors and follow signing-in, identification and safeguarding procedures.
Answer and redirect telephone calls, emails and general enquiries; take and pass on messages promptly.
Record pupils arriving late or leaving during the school day in accordance with school procedures.
Receive deliveries and distribute correspondence to appropriate colleagues.
2. Office Administration
Prepare and distribute letters, newsletters, forms, reports and other school communications.
Maintain school diaries and support arrangements for meetings, trips, visits and events.
Provide routine administrative support to the Headteacher and teaching staff.
Maintain accurate electronic and paper filing systems and assist with archiving.
Support administrative arrangements for school clubs, visits and activities.
Update designated school information and website content as directed.
3. Pupil Records and Attendance
Maintain accurate pupil records using Arbor and other approved systems.
Record and monitor daily pupil attendance and follow up unexplained absences in accordance with school procedures.
Refer unresolved absences or concerns promptly to designated staff.
Support admissions, leavers, pupil transfers and secure transfer of records.
Assist with pupil information updates, leave-of-absence requests and routine attendance reports.
4. School Meals and Pupil Services
Record daily school meal choices and numbers and share information with catering staff.
Support the administration of school milk and pupil activities.
Communicate routine information about pupil services to parents/carers.
5. Pupil Welfare and Medical Administration
Support pupils who become unwell, following school procedures and training.
Maintain confidential medical records and assist with updates to Individual Healthcare Plans and Asthma Plans.
Support authorised medication administration and first aid where appropriately trained.
Pass welfare and medical concerns promptly to designated colleagues.
6. General Administration
Maintain office stationery supplies and refer replenishment needs to the appropriate colleague.
Assist with lost property, school events and routine office organisation.
Work positively with staff, families and external contacts and promote the school ethos.
Attend relevant training and undertake other reasonable administrative duties consistent with Grade 3.4.
7. Safeguarding, Data Protection and Health & Safety
Follow safeguarding, child protection, health and safety and data protection policies.
Report concerns promptly to the Designated Safeguarding Lead.
Handle and store confidential pupil and staff information securely.
Person Specification – School Administrator, Grade 3.4
	Criteria
	Requirements

	Qualifications and knowledge
	Good literacy, numeracy and IT skills, including Microsoft Office; understanding of confidentiality and safeguarding. Knowledge of Arbor desirable.

	Experience
	Previous office or administrative experience; school-based administration and pupil record systems desirable.

	Skills and abilities
	Friendly and professional communication; organisation, accuracy, discretion, teamwork, initiative and ability to prioritise routine tasks.


Safeguarding
Risby CEVC Primary School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Appointment is subject to appropriate pre-employment checks, including an enhanced DBS check.
