St Francis CE (Aided) Junior School 
Job Description
School Administrator 
Grade 3
37 hours 
Term time

8.15 am to 4.30 Monday 4.15 Tuesday to Thursday and 4.00 Friday

Responsible to:

The Governors and Headteacher

Purpose and Scope: 

· To provide an efficient and effective secretarial service to the Headteacher and other

      staff.

· To assist the Headteacher with the school’s administrative and clerical functions in providing a high standard of administration within the school.

Duties and Responsibilities:
· To ensure the smooth and efficient operation of the school’s administration systems through good liaison with colleagues, children and parents.

· To liaise with other agencies to support school’s work, most notably:

i. Contractors and suppliers

ii. Kitchen staff

· To operate school’s computerised systems for:

i. Pupil records

ii. Attendance including liaising with patents and the AIT Team as necessary
iii. Word processing

iv. Email (checking this at least twice a day)
v. Extranet

vi. Using Microsoft Office and SIMS 
vii. Oversee website mail
viii. ParentPay

ix. Management of data and uploading to the app, website and other school media ensuring accuracy and content

· To undertake general clerical and administrative duties to ensure the school office operates smoothly and efficiently.  Duties to include:
i. Receiving visitors, dealing with enquiries and making appointments on behalf of the Headteacher
ii. Diary management

iii. Handling post, both incoming and outgoing and despatch as necessary
iv. Answering telephone calls, taking messages collaborating with staff and other agencies, sending faxes

v. Filing information, invoices, correspondence, records etc
vi. Maintaining stock book

vii. Receiving deliveries and arranging for storage or distribution
viii. Photocopying
ix. Booking school trips and organising travel arrangements
x. Take minutes at meetings

xi. Escorting visitors as required
xii. Attendance management

xiii. Website and app management incouding overseeing accurate updates

· To provide support and information to the Head Teacher and Deputy Head Teacher with regards to confidential reports, references, and records.
· To assist in the production of the weekly newsletter, awards certificates, etc.
· To contact parents if children are ill if the responsible member of staff is unavailable.

· Any other duties as may be allocated from time to time commensurate with the grading of the post.
· The post holder must be willing to undergo necessary training in order to carry out the duties of the post, or to update the skills of the post holder.

· The post holder will be expected to follow the school policy regarding the care, control and supervision of the children in the school.

· The post holder will be required to have a current enhanced DBS check with Durham County Council before starting the post.

