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Administrator

Job Description 

The Administrator role is responsible for supporting the school in delivering high standards of pupil attainment through the provision of efficient and effective administrative support.  This includes clerical and financial responsibilities.
ORGANISATION

· Be the face of the school – welcoming all guests and role-modelling Floreat’s core virtues.

· Undertake Reception duties - answering all telephone, face to face and email/postal enquiries, taking deliveries and signing-in visitors.

· Assist with pupil first aid and welfare duties, looking after sick pupils, liaising with parents/staff and managing medical needs. 

· Assist with arrangements for visits (both visitors to the school and by staff and pupils for visits off site).

ADMINISTRATION

· Provide general clerical support including photocopying, filing, archiving, emailing, completing routine forms (both on paper and electronically).

· Undertake typing, word-processing and other IT based tasks.

· Sort and distribute mail and other deliveries.

· Liaise with support services and external agencies e.g. local authorities, Department for Education.

· Help maintain effective communication with parents, including through the school website and newsletters.

· Ensure that the school meets its statutory responsibilities in relation to administrative domains e.g. admissions.

· Ensure that equipment and resources are managed effectively and cost-effectively in support of educational and organisational objectives.

· Monitor and maintain manual and computerised records (pupil and staff), including the school’s Management Information System (ScholarPack) and Finance Systems (Xero and ParentPay).

· Assist with the completion of census returns, including the investigation and resolution of errors, so that information submitted is comprehensive and accurate.

· Assist with admissions and its associated administration, including Nursery, Reception and in-year transfers, to ensure the school maintains optimal pupil numbers.

FINANCE

· Assist with financial processing, including raising purchase orders.

· Liaise with suppliers where necessary, for ordering and financial queries.

· Ensure that all finance procedures are carried out in line with current regulation and assist the Headteacher and School Business Manager with financial returns and reports.

· Where appropriate, obtain comparative quotes in order to achieve best value for money. 

GENERAL RESPONSIBILITIES

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

· Attend and participate in relevant meetings, as required.

· Participate in training and other school-ethos development opportunities.

· Be aware of and comply with Floreat policies and procedures, including safeguarding and child protection, health and safety, security, confidentiality and data protection.

· Support a culture and ethos that is utterly committed to high academic achievement and the development of good character.

The postholder may be expected to undertake other tasks commensurate with the post and level of responsibility, as directed by the Headteacher and School Business Manager.  The postholder may be required to travel to other Floreat schools where necessary.

