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INTRODUCTION

The role of the Administrator at Christ Church is to provide a support service to the Head Teacher, Office Manager, Senior Leaders, other staff, parents, pupils and visitors as outlined below. 

1. Administer and monitor pupil data
2. Manage communication
3. To support the administrative work of the Senior Leadership Team, the School Business Manager, Governors and teaching staff wherever possible.

SPECIFIC DUTIES

General Administration

· Be the first point of contact for visitors to school; greeting warmly, responding to queries and providing hospitality
· To liaise with parents and form relationships with families and pupils so they feel welcome in school
· To deal with all queries to the school office, to take and pass on accurate messages when queries cannot be dealt with
· To respond promptly to school telephones, ensuring they are covered at all times
· Provide administrative, and organisational services to the school
· Liaise with other staff and external agencies
· Organise meetings, set up rooms, introduce attendees and take notes when required
· Process forms, returns, etc., including those to outside agencies
· Contribute to the planning and development of administrative procedures and systems.
· Update school website as directed
· Administer deliveries and receipt of goods
· Sort and distribute incoming mail and prepare outgoing mail
· Provide effective electronic communication for families and staff
· To deal with all reasonable requests to the office from children and staff
· To perform general office duties such as typing, photocopying, laminating
· Administration and storage of essential medicines as and when required
· Administer first aid when required / welfare duties, caring for sick pupils and liaising with parents (or guardians) / staff
· Organise arrangements for school visits and events
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To ensure the school’s safeguarding and security policies are rigorously enforced
· Be aware of and support difference and ensure equal opportunities for all.
· To be a proactive member of the school team, contributing to the overall ethos / work / aims of the school.
· Participate in training and other learning activities and performance development as required.
· To undertake any other duties that the Head teacher may reasonably request

Pupil Data – Compass

· To be responsible for operation and update of Compass at the School ensuring all pupil data is up to date
· To print off reports for staff as and when required
· Analyse and evaluate data and information and run reports
· To liaise with Trust and LA, on all pupil data, as and when required
· To send data returns as and when required, preferably before deadline dates (CENSUS etc)
· Administration and monitoring of school’s attendance data [including weekly class based & individual pupils, including phone-calls for unresolved absences; report to attendance lead and update attendance board in hall]
Personnel Support

· Administer DBS applications and renewals under the direction of the office manager; verify ID for visitors and new appointments
· Responsible for recording staff absences Compass 
· Responsible for maintaining staff training records Compass

Finance Support

· Support parents in using the school’s online payment systems; 
· Recording and reconciling meals taken with meals ordered 
· Input information into electronic payment system
GDPR
· Ensure all office practices and procedures comply with GDPR requirements



NOTE:

This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a definitive statement of procedures and tasks, but sets out the main expectations of the Service in relation to the post holder’s responsibilities and duties.

Elements of this job description and changes to it may be amended in light of organisational and service requirements.





Employee	………………………………………   

Head Teacher 			

Date			
	
image1.jpeg
Christ Church




