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	Job Title: Schools Administration Officer 
[bookmark: _GoBack]Reports to: Schools Strategic & Operations Manager 
	Job Purpose: To provide administrative support in order to meet the needs of the school. Play an active role in the smooth running of the school office.

	Parent Mail
· To manage the administrative aspect of Parent Mail
· To formulate and send emails/communication to parents, under the instruction of senior staff
· To keep all records up to date, ensuring smooth communication between school and parents 
· To deal with any enquires by parents in a timely manner
· To keep parents informed of any changes or updates 

Target Tracker
· To update Target Tracker as new versions are launched
· To synchronise SIMs and Target Tracker half termly
· To manage users and access under the guidance of the Deputy Head Teacher
· To input and analyse data under the guidance of the Deputy Head Teacher
· To produce data reports and share with relevant members of staff
· To create CTF files for LA data transfer purposes 
SIMS Support

· To implement and operate aspects of the schools administration using the SIMS system 
· To keep all personal information of pupils up to date 
· To chase any missing information 
· To have a system to regularly check that records are accurate 

General Office support 

· To provide administrative support for processing pupils records, admissions, medical records, by taking and typing minutes, word processing documents and office filing 
· To receive telephone enquiries and calls in person at all times from staff, parents and the public giving relevant information when appropriate
· To contact various council departments and outside agencies, representing the school’s interest and presenting its positive image. 
· To undertake such other duties as may be required from time to time 
· To treat all matters as confidential 





