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St Joseph’s Catholic Primary and Nursery School
90 Oakhill Road

London

SW15 2QD

0208 874 1888
JOB DESCRIPTION
Senior Administrator (A3)
Grade:  Scale 6
Purpose of the Job

Responsible under the guidance of senior staff for undertaking administrative, financial and organisational processes within the school.  Assist with the planning and development of support services

Main Responsibilities

1. ORGANISATION

· Provide a warm, welcoming and professional reception service that reflects the values of the school community.

· The day-to-day running of the school office acting as the first point of contact managing incoming calls, emails and enquiries, responding appropriately or directing to the relevant person.
· Ensure all visitors are signed in and safeguarding procedures are followed.

· Maintain a positive and professional relationship with parents and visitors, resolving routine enquiries efficiently
· Contribute to the planning, development and organisation of support service systems, procedures and policies

· Organise school trips/events etc.

· Manage the admissions process supporting the school and its prospective parents
· Perform administrative duties relating to school activities and events
· Ensure all matters are addressed with compassion and confidentiality
· To cover pupil attendance administration in times of staff absence
2. ADMINISTRATION 

HR

· Perform administrative aspects of staff recruitment and onboarding in line with safer recruitment and statutory guidance ensuring all recruitment checks and documentation is performed and evidenced.
· Maintain accurate Single Central Record (SCR) information and personnel files.
· Support managers with HR administration, including contracts, variations, absence monitoring and staff records.
· Maintain personnel files ensuring all required checks are kept up to date and evidenced.

· Liaise with the school’s external HR provider and advisors as required.
· Assist with safeguarding audits and compliance reviews as required.
Finance Administration

· Provide administrative support for financial processes, including purchase orders, invoices, payments are made in line with budgets ensuring all are performed in a timely manor. 
· Support the School Business Manager in maintaining financial records and documentation.
· Manage letting/hirer communications, documentation and invoicing.

· Ensure parent payments are requested and made in line with the schools procedures and timelines.

· Ensure compliance with school financial procedures and audit requirements.
· Liaise with the school’s external Finance support and advisors as required.
Management Information Systems (MIS)
· Take ownership of the school's Management Information System (Arbor), ensuring information is accurate, up-to-date and effectively maintained.
· Manage staff, pupil and organisational data within Arbor.
· Produce reports and analyse data to support leadership decision-making.
· Ensure data quality and compliance with data protection legislation.
· Manage school activities and parent payments within Arbor.

· Liaise with the school’s external MIS support and advisors as required.
Statutory Returns and External Reporting

· Complete and submit statutory returns and workforce data to the Local Authority, Department for Education (DfE) and other relevant agencies as required.
· Ensure the timely and accurate submission of census, workforce and compliance information.
· Stay up to date and attend training when required to support accurate and effective management of MIS system
3. RESOURCES

· Operate relevant equipment and ICT packages
· Manage stationary stock and resources, sources supplies with a focus on best value for money
· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required
· Provide advice and guidance to staff, pupils and others

· Assist with marketing and promotion of the school

· Manage administration of facilities including use of school premises

· Manage expenditure within an agreed budget
· Utilise the various external support providers e.g. Finance, MIS, IT, HR etc
4. RESPONSIBILITIES

· Comply with and assist with the development of policies and procedures and ensure school policies and processes are adhered to
· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos, work and aims of the school

· Establish constructive relationships and communicate with other agencies and professionals
· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role

· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection
PERSON SPECIFICATION
1. EXPERIENCE


· Experience of development, management and operation of administrative systems

2. QUALIFICATIONS


· NVQ 3 or equivalent qualification or experience in relevant discipline

· Very good numeracy and literacy skills 

3. KNOWLEDGE AND SKILLS


· Effective use of ICT and other specialist equipment/resources

· Full working knowledge of relevant polices and codes of practice and awareness of relevant legislation

· Very good ICT skills

· Ability to relate well to children and adults

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities
· Ability to develop equal opportunities and inclusion for all pupils 
Working Pattern:
· Term time only plus Inset days (39 weeks)

· Full time hours 36 hours per week Mon-Fri

Conditions of Service Applicable:

• NJC for Local Government Services (Green Book)
Grade:
· £33,247 - £34,247 per annum (FTE £37,509 – £38,637) - Scale 6

Annual Leave:
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  Leave is taken during school closure periods only.

