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	Job Title
	School Administrator

	School
	CHRISTCHURCH CE PRIMARY SCHOOL

	Prepared by and date
	A. Donelan                                September 2026

	IMPORTANT                            THE REHABILITATION OF OFFENDERS ACT
The provisions of the Rehabilitation of Offenders Act relating to the non-disclosure of spent convictions do not apply to this job, YOU MUST, THEREFORE, DISCLOSE WHETHER YOU HAVE ANY PREVIOUS CONVICTIONS ON THE BACK PAGE OF THE APPLICATION FORM.
If successful, you will also be required to apply for a Disclosure and Barring Service (DBS) Enhanced Disclosure Certificate.  

	Essential Personal Attributes
	Stage Identified
	Desirable Personal Attributes
	Stage Identified

	Qualifications
· GCSE grade C/4 or in English and Maths
· ICT skills

	
App
	Qualifications
· Participation in development and training opportunities
· Qualification in Business Administration First aid qualification
	

App/Int

	Experience
· Working in a busy office or administrative role
· Handling telephone inquiries and welcoming visitors warmly and professionally 
· Ability to work constructively as part of a team

	
App/Int

Int
Int 
	Experience
· Previous experience working within a school or educational setting
· Experience using management information systems (such as SIMS, Arbor, or MIS) and payment software like ParentPay
· School assessment returns to DFE
· Contribute to marketing and promotion of the school
· Experience of transferring documentation for school starters and school leavers 
	

App/Int


App/Int

App

App/Int

App



	Knowledge and skills
· Strong verbal communication skills, with the ability to converse sensitively with young children, parents, and external agencies
· Confident IT skills, including Microsoft Office (Word, Excel, Outlook) and database management. 
· Calm, patient and caring approach
· Ability to prioritise tasks, meet tight deadlines, and manage regular interruptions.
· Understanding of data protection, confidentiality, and GDPR
	

App/Int

App/Int


App/Int

App/Int

App/Int
	Knowledge and skills
· Working knowledge of statutory safeguarding, child protection, and health and safety guidelines in schools
· Knowledge of primary school attendance statutory requirements.
· Current First Aid qualification 
	

App/Int


App/Int
App

	Personal Attributes
· Friendly, welcoming, and professional demeanour as the first point of contact for pupils, parents, and visitors
· High level of accuracy and attention to detail.
· Ability to remain calm and work effectively under pressure
· High level of discretion when handling sensitive or confidential information.
· Excellent team player who is willing to help out during busy periods
	
Int


Int
App/Int

App/Int

Int

	
	

	Special Requirements
· Must show a commitment to the Christian ethos of our church school
	
App/Int
	Special Requirements
· Willingness to participate in the wider life of school
	
App/Int
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Together we can do all things through Christ who strengthens us




