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Job Description 

Post title:	School Administrator / Office Manager
Grade:	Grade F SCP 14-19
Reports to:	Admin Lead	

Job Purpose

· Effective day to day management of the school office.
· To provide administrative support to school.
· To ensure good customer and working relationships are maintained through an efficient, customer focused service. 
· To ensure all areas of reception or staffed in accordance with needs.
· To facilitate the smooth running of the school administrative processes e.g. students' admissions and leavers paperwork. 
· To manage the effective and efficient running of the school office.
· To act as a first point of contact for parents and pupils. 
· To ensure all duties undertaken are maintained in a professional manner.
· To contribute to the safeguarding and promotion of the welfare of children and young people regarding Keeping Children Safe in Education.

Main Duties and Responsibilities
· To lead and ensure the provision of high-quality administrative support required by the School within the School Main Office. 
· Maintain accurate records in line with school policies and GDPR. 
· To ensure school engagement and induction events such as open evenings and parents' evenings have appropriate administrative support.
· Maintain office systems and platforms to including but not limited to; Arbor, SCR and Sign In for all visitors, school website and social media.
· Administration of school transport bookings.
· Liaise with staff, parents, and external bodies to meet the requirements of the school.
· To line manage the reception/admin staff and provide support to main reception (when required) to ensure that all visitors are provided with an appropriate welcome to the school.
· To ensure all telephone, letter and e-mail enquiries are responded to in a timely and professional manner and accurate messages and queries are forwarded to the wider admin team and colleagues across the school using agreed school systems and procedures.
· To support school marketing strategies in accordance with need.
· As required, to take accurate minutes of meetings.
· To use and input data into computerised information systems and produce reports as requested.
· To ensure FSM applications are processed in accordance and logged on school systems with applications.
· To support the administration of Admissions/Cover/Pastoral requirements where required.
· To ensure supply staff are welcomed and provided information/documentation relevant to school.
· To support the Medical Officer where required with data/information.
· To work with other admin staff across the Trust to share practice and resources and develop consistent and efficient processes. 
· To be a First Aider and provide medical assistance to staff and pupils if necessary full training will be given.
· To be responsible for promoting and safeguarding the welfare of children and young people that you are responsible for and come into contact with. 
· Carry out any other duties as may be allocated from time to time, commensurate with the grade of the post. 

Training 
 
· Undertake any necessary professional development relevant for the post.

Additional Information
· Engage in promoting the values and acting as a role model for the Trust. 
· Be aware and comply with equal opportunities, health and safety, and all other Trust policies at all times. 
· Comply with the principles and requirements of the General Data Protection Regulation and the Data protection Act 2018 in relation to the management of the Trust’s records and information, and respect the privacy of personal information held by the BWCET; comply with the principles and requirements of the Freedom in Information Act 2000; comply with the Trust’s information security standards, and requirements for the management and handling of information; and use Trust information only for authorised purposes.

The duties and responsibilities highlighted in the job description are indicative and may vary over time. The job description is not intended to be an exhaustive list of all the duties and responsibilities that may be required. 

The jobholder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post. 
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Person Specification

	Factors
	Essential
	Desirable

	Qualifications & Training

	E1
	5 GCSEs at Grade 4 or above, including Maths and English, or equivalent.
	D1
	Level 3 Qualification or higher in the relevant subject area.

	
	
	
	
	Further / Higher Level Qualifications.

	Experience
	E2
	Relevant and recent experience of working in an administrative / secretarial role. 

	D2
	Proven experience of creating or improving administration systems.

	
	E3
	Experience of working and collaborating within a team.
	D3
	Experience of working in an educational setting. 

	
	
	
	
	Experience of operating a busy telephone switchboard and / or reception desk.

	Skills
	E4
	Maintain high standards of communication, both in writing and verbally, with staff,
students, parents, and external agencies.
	
	

	
	E5
	Ability to work as an effective team member.
	
	

	
	E6
	Ability to relate well with staff and students to build appropriate and effective working relationships.
	
	

	
	E7
	Excellent organisational skills.
	
	

	
	E8
	Ability to work well under pressure, manage time effectively, and prioritise workload.
	
	

	
	E9
	Good work ethic and the ability to work to own initiative.
	
	

	Special Requirements
	E10
	A commitment to safeguard the welfare of children 
	
	

	
	E11
	Compliance with data protection principles
	
	

	
	E12
	Compliance with Equal Opportunities Policies, the Trust/school Code of Conduct, and all other Trust/school policies
	
	

	
	E13
	Compliance with health and safety policies, rules and regulations
	
	

	
	E14
	To uphold the Catholic ethos of our schools
	
	



November 2024

[bookmark: _heading=h.3znysh7]
image3.jpg
Bishop Wilkinson

Catholic Education Trust





image1.png
@ StBede’s

Catholic School
& Sixth Form College




image2.jpg
’H‘ d  Bishop Wilkinson

Catholic Education Trust
BISHOP WILKINSON I




