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	Post title

	School Administrator


	Job Evaluation

	Yes/No

	Grade

	Grade 4 SCP 5-8
37 hours per week 
Monday – Thursday 9.45am to 4.30pm 
Friday 8am – 4.30pm

	Service

	Schools

	Service area

	The Oaks Secondary School

	Reporting to

	Head teacher / School Business Manager 

	Location

	Your normal place of work will be The Oaks Secondary School 

	Disclosure and Barring Service (DBS)

	This post is subject to an Enhanced Disclosure. 



Description Of Role 
The postholder will provide high-quality administrative and secretarial support to ensure the smooth and efficient running of the school, with a key focus on coordinating Special Educational Needs (SEN) Annual Review processes. Responsibilities include organising review meetings, preparing and maintaining accurate records and documentation, and liaising with staff, parents and external agencies to ensure compliance with statutory requirements. The role also supports the Headteacher and Senior Leadership Team through effective diary management, meeting coordination, correspondence and minute-taking. Acting as a first point of contact, the postholder will deliver a professional and welcoming service to all visitors and stakeholders, while upholding safeguarding procedures. The role requires effective use of school IT systems to manage data securely, alongside maintaining organised filing systems, supporting school communications, and contributing to wider administrative tasks, ensuring confidentiality, professionalism and adherence to school policies at all times.
Duties and Responsibilities

1. Undertake all clerical tasks relating to the administration of Annual Review Procedures within school, including producing the annual meeting schedule, collecting and collating reports from teachers and other professionals, providing administrative support for all review meetings by preparing required documentation and meeting arrangements, maintaining accurate records on the Liquidlogic database, typing and distributing all Annual Review documentation, and liaising with the SEND casework team as required.

2. Liaise with parents, professionals and local authority teams regarding SEN processes and documentation, and support the preparation for Ofsted inspections, audits and SEND reviews by ensuring all records are accurate, up to date, compliant and readily accessible

3. Provide a high‑quality, confidential secretarial and administrative service to the Headteacher and senior staff, including managing correspondence, coordinating meetings and appointments, preparing documentation, and supporting the effective organisation and smooth running of leadership and school operations.

4. Act as the first point of contact to arrange and organise meetings and appointments for members of the Senior Management Team, liaising with staff, parents and external agencies, coordinating schedules, managing bookings, and ensuring all arrangements are accurately recorded and communicated in a timely manner.

5. Take responsibility for the organisation of meetings by booking appropriate rooms or venues, arranging refreshments and necessary equipment, preparing meeting spaces, and ensuring all logistical arrangements are in place to support the smooth and effective running of meetings.

6. Ensure that the school diary system is accurately maintained and regularly updated, recording all meetings, appointments, deadlines and school events, coordinating bookings to avoid conflicts, and ensuring the diary is accessible to staff to support effective organisation and communication across the school.

7. Produce accurate and timely minutes of meetings as directed, clearly recording key discussions, actions and decisions, and distribute to relevant staff in a timely manner, ensuring all documentation is appropriately filed and stored in line with school procedures.

8. Type and produce letters, reports and parental correspondence to a high standard, ensuring accuracy, confidentiality and appropriate formatting, then photocopy, scan and distribute to relevant staff, parents and external agencies in a timely manner.

9. Prepare and despatch all school post, including sorting and distributing outgoing and incoming mail, ensuring items are correctly addressed and prioritised, operating and maintaining the franking machine, and liaising with postal and courier services where required.

10. Assist in production of school booklets, brochures and newsletters

11. Maintain accurate and well‑organised filing systems for electronic and paper‑based correspondence and records, ensuring documents are securely stored, easily accessible, and managed in line with data protection, confidentiality and retention policies.

12. Answer the telephone, receive visitors and manage access to the school entrance, including signing in all visitors and contractors in accordance with safeguarding procedures, issuing visitor badges, and ensuring visitors are appropriately supervised. Manage general enquiries via telephone, email and in person, providing a professional and welcoming front‑of‑house service, and act as a key communication link between staff, parents, pupils and external agencies.

13. Use school IT systems (e.g. MIS, Liquidlogic, CPOMS where applicable) and standard IT packages including Microsoft Word, Excel and email systems to input, maintain and update pupil and administrative data, ensuring all records are accurate, up to date and handled securely in accordance with GDPR and data protection requirements.

14. Undertake general photocopying, ensuring documents are reproduced accurately, in a timely manner, and distributed to relevant staff and departments as required.

15. Participate in and undertake any necessary training and professional development to effectively carry out the duties of the post, including maintaining up‑to‑date knowledge of school systems, safeguarding requirements, SEN processes and relevant statutory guidance.

16. Support the school’s behaviour policy by promoting and reinforcing positive behaviour, maintaining a calm and professional approach when interacting with pupils, and reporting any concerns or incidents of inappropriate behaviour to relevant staff in accordance with school procedures and safeguarding expectations.

17. Adhere to the Durham County Council (D.C.C.) Code of Conduct for employees, maintaining high standards of professionalism, confidentiality, integrity and conduct at all times in line with local authority expectations.

18. Undertake any other duties commensurate with the grade and responsibilities of the post, as directed by the Headteacher, to support the effective, efficient and smooth running of the school, adapting to changing priorities and contributing to the wider administrative needs of the school.


This job description is subject to regular review and may be altered to ensure the smooth running of the school.
The Oaks Secondary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Any offer of employment will be subject to pre-employment and DBS enhanced disclosure checks.


Organisational Responsibilities

Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.
Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.
Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.
Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 
Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.
Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.
Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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