Benchmarked Jobs for Schools

Clerical/Administrative/Secretarial

School Administrator

JD005 April 2003

Job Description 

Job title: School Administrator 

Reports to: Headteacher 

Job holders name: 

Location:

Grade: KS6

1. Purpose of job

Purpose of Job:

Responsible for the administration of the school office and school office systems. Manages the admissions policies of the school.

2. Dimensions

Dimensions:

- Numbers of directly subordinate staff:

Assistant School Secretary (Administrative), 

Resources Assistant, 

Caretaker 

3 Midday Meals Supervisors.

School Roll is 568 and is increasing.

Principal Accountabilities:

(a) Manages the nursery and primary school admission policies to ensure compliance with LEA guidelines.

(b) Acts as first point of contact for all visitors to the school including the initial response to complaints, thereby defusing potential conflict situations, at all times promoting a positive image of the school.

(c) Monitors sickness levels of all staff and children within the school and takes appropriate action to ensure that the disruptive affects of sickness/absence are minimised.

(d) Supervises and monitors the work of the Assistant School Secretary (Administrative), Resources Assistant, Caretaker and Midday Meals Supervisors, ensuring the efficient day to day running

of the school.

(e) Supports the Headteacher and members of staff by providing a high level of administrative and secretarial service, thereby contributing to the smooth running of the school.

(f) Works with families to ensure that the health and welfare issues of the children are managed appropriately and in line with school and KCC policies and procedures.

(g) Develops and maintains efficient and up to date manual and computer systems ensuring that information such as attendance records and admissions is kept confidentially and is accurate and readily available.

(h) Liaises with contractors, monitoring quality of service and maintaining systems for solving difficulties to ensure best value and minimum disruption to the school day.
Necessary Experience:

· Good level of education to at least GCSE standard or equivalent

· Up to date knowledge and practical experience of current hardware and software packages

· Minimum of 5 years experience within an office environment, preferably within school administration

· Effective communication skills and interpersonal skills with both children and adults

· Experience of supervising/managing staff

· Experience of managing conflict and negotiating

· Able to work under pressure and use own initiative

5. Scope for impact

Scope for Impact:

· Acts as first point of contact within the school, defusing many conflict situations whilst maintaining a positive school image.

· Makes appropriate contacts with Education Welfare Officers, referring children or families as necessary.

· Negotiates absence cover arrangements with Midday Meals Supervisors.

· Arrange medical™s with School Nurse and School Doctor.

Job Context:

· The post is based solely within the school.

· Contacts include: parents, teachers, support staff, Governing Body, School Nurse, School Doctor, contractors, Social Services, LEA staff, Police, statutory agencies, supply agencies.

· Works within national, KCC and school policies and procedures.
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Organisation:

Change Statement:

As the school has grown, the Headteacher has delegated more responsibility for the management of the administration of the school to this post, which has become integral to the smooth running of the school.

These changes are reflected in the change of the job title from School Secretary to School Administrator and acknowledge the proactive role now required.
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