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JOB DESCRIPTION 

Administrative Officer

Scale 3
36 hours per week, 39 weeks per year

Reports to:

Office Team Leader 
Purpose of the Job:
The Administrative Officer will assist the Headteacher with the administration and smooth running of the school, including disseminating information and being the public face of the school.

Equal Opportunities:
The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

Safeguarding:
This school and all its personnel are committed to safeguarding and promoting the welfare of children and young persons.  This position is subject to an Enhanced Disclosure to the Disclosure and Barring Service and suitable references and other essential recruitment checks.

Duties and Responsibilities

To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards for self and others.

To be responsible for all aspects of the day-to-day organisation and maintenance of the school office and its procedures to include:

1. To provide administrative support for the School Office Manager for processing students admissions and records.

2. Providing an hospitable and welcoming ‘front line’ service to all visitors to the school and to deal with specific and general enquires from Staff, Parents, Governors, L.A, Visitors and Callers, either in person or by telephone.

3. To receive telephone enquiries, calls in person from parents and the public, giving general advice and guidance about services offered at the school and centre and signposting to other agencies.

4. To provide secretarial and administrative support to the Headteacher and School Office Manager

5. To operate computer systems and have knowledge of word processing and spreadsheets.  To continue developing computer skills through staff development.  To operate the schools information management system (SIMS) and ensure correct recording of information relating to students.

6. To be responsible for keeping information, literature and signs up-to-date.

7. To maintain the daily and weekly SIMS calendar.

8. To assist in monitoring students attendance, including contacting parents regarding student attendance.

9. To provide administrative assistance to the management of the school, inputting data onto spreadsheets or target tracker as required.

10. To deal with routine correspondence, filing and maintaining records.  To input text or information ensuring a high standard of layout and presentation.

11. To sort and issue the incoming mail and deliveries and to assist with the outgoing mail.

12. Attending relevant training sessions and cascading such information to other team members.

13. To send text messages to parents from the appropriate system as when required.

14. Designing and creating reports of data to be uploaded on the secure site for Local Authority and NHS to download.

15. Maintaining waiting lists for Nursery children.

16. Regularly changing and updating the information displayed outside the school and in the reception area.

17. Such other duties within the competence of the post holder, which may be required, reasonably, from time to time.

18. To prepare school dinner numbers and liaise with the school kitchen. To order school packed lunches for school trips as and when required.

19. Mail merge all children’s names on all school correspondence letters.

20. Design and create spreadsheets using SIMS or appropriate software when requested by the School Office Manager.

21. Use Desktop Publishing Software to design the school newsletter which needs to be uploaded to the website every week for parents to view.

22. To be responsible for supervising and recording any lateness of children before and after school and to contact parent/carer as required.

23. To track and follow up reasons for children’s absence and record appropriately, contacting parent/carer as required.

24. Where appropriate, to monitor and raise concerns over pupil absence or punctuality and liaise and refer to the Educational Welfare Office and School Office Manager as and when appropriate.

25. To liaise with the SENCO and Welfare Assistant on any medical needs pupils may have.

26. As and when paying for school dinner returns to Newham schools, be responsible for the collating, counting and banking of dinner money and ensuring records are kept up to date of all monies paid.  With regards to adult school meals, be responsible for collecting and banking the money.

27. To prepare school dinner numbers and liaise with the school kitchen.  

28. Admission process and procedure followed for new Nursery and Reception children starting in September.  Ensuring all documents are thoroughly checked and copied for the child’s file.

29. Collate all After School Care payments from parents and record when the child is attending on the appropriate system i.e. excel or outlook.

30. To keep an accurate record of monies received for school trips and residential trips. 

31. Correct procedure to be followed for residential trips i.e. ensuring receipts are given when collecting passports from parents.

32. Deliveries delivered to school to be checked and signed.

33. Maintaining the website to ensure the information is valid and up to date.

34. To keep an accurate record of the children who are entitled to free school meals on SIMS every week.

35. Supporting parents with filling their child’s online Secondary, Reception and Free School Meal applications.

36. Maintain the Secondary and Reception applications by creating and keeping accurate records.

37. Common Transfer Files (CTF) to be sent to the appropriate school.

38. Printer maintenance e.g. toner, jams, replacing consumables.

39. Ensuring that health and safety guidance is followed in all administrative respects.

Administration Officer Person Specification

	FACTOR
	REQUIREMENT
	METHOD OF ASSESSMENT

	
	
	

	Skills
	Ability to undertake exceptional as well as routine administration tasks.
	Application Form / Interview

	
	
	

	
	Ability to undertake word processing and desk top publishing efficiently and accurately, using information technology such as Microsoft applications.
	Application Form / Practical Assessment / Interview

	
	
	

	
	Advanced level in Microsoft Word, Excel and Publisher

Ability to complete mail merge and create reports and bar charts
	Application Form/Practical Assessment / Interview

Application Form / Practical Assessment / Interview

	
	
	

	Experience
	Experience of using SIMS is essential.
	Application Form / Interview

	
	
	

	
	Experience is essential in all routine administration tasks and responsibilities sufficient to enable the post holder to undertake work without constant supervision.  Flexibility of work habits will also be essential, ability to work to demanding deadlines and manage stressful workloads for short periods.
	Application Form / Interview

	
	
	

	Education
	An excellent standard of literacy and numeracy.
	Application Form / Interview

	
	
	

	Communication
	Able to communicate with staff, parents and children, with a high level of interpersonal skill and confidence.  A positive approach is essential.
	Application Form / Interview

	
	
	

	Organisation
	Ability to organise workload with appropriate supervision.
	Application Form / Interview

	
	
	

	
	Ability to organise and prioritise workload to meet work requirements with minimal supervision.
	Application Form / Interview


