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Granard Primary School

School Office Administrator 
Job Description


Responsible to: Headteacher and School Business Manager

Purpose of the Job

To provide efficient, professional and welcoming administrative support to the school, acting as a first point of contact for pupils, parents, carers, visitors and external agencies. The postholder will support the smooth running of the school office, maintain accurate systems and records, and contribute to a positive, safe and well organised school environment.

Grade: Pay Scale 4, Spine Point 7–10 (£31,980–£33,384) per annum pro rata plus other allowances

Main Responsibilities

1. Front Office, Communication and Customer Service
· Act as a first point of contact for pupils, parents, carers, visitors and external agencies, providing a warm, professional and helpful welcome in the Granard Primary School or Cedar Base office.
· Manage incoming telephone calls, emails and general enquiries, ensuring messages are passed on promptly and accurately.
· Support clear and timely communication with parents and carers, including sending messages through the school management information system when required.
· Provide general administrative support, including photocopying, filing, scanning, typing, preparing documents, distributing post and maintaining office systems.
· Work collaboratively with colleagues to support the smooth running of school events and activities, including parents’ evenings, meetings and visits.

2. Attendance, Pupil Records and School Systems
· Check and maintain attendance registers daily, following up absences in line with school procedures.
· Maintain and update pupil records accurately using Wandsworth MIS or other school systems.
· Support pupil file management, ensuring records are organised, accurate and stored securely.
· Assist with the administration of clubs, trips, activities and other pupil-related arrangements as required.
· Handle information sensitively and maintain confidentiality and data protection standards at all times.

3. Finance, Orders and Resources
· Support the administration of school finance systems, including processing orders, invoices and petty cash where required.
· Assist with order and stock processing, maintaining adequate supplies of office, classroom and school uniform resources.
· Support the monitoring and organisation of school resources, ensuring supplies are available and well managed.
· Liaise with staff and suppliers as appropriate to support day-to-day operational needs.

4. Safeguarding, Security and Wider School Support
· Maintain safeguarding and security protocols, including visitor procedures and sign-in arrangements.
· Be aware of and comply with school policies and procedures relating to safeguarding, health and safety, confidentiality, data protection and equal opportunities.
· Report any safeguarding, welfare, health and safety or site concerns promptly to the appropriate member of staff.
· Demonstrate a flexible and proactive approach in a busy school office, prioritising workload effectively and responding calmly to changing demands.
· Undertake other duties appropriate to the post as may reasonably be required by the Headteacher or School Business Manager.
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