
 

 

Job role: Office Administrator 

 

Pay Scale: Grade F Point 6 

 

Reports to: Principal 

 

Purpose of Job:   

The Office Administrator will lead a wide range of administrative processes within the 
school. They will ensure the smooth operating of the school on a day to day basis 

and be a key conduit to the Principal.  
 

Responsibilities: 

 

Clerical Admin 

 
1. Handling enquiries and queries and undertaking reception duties including 

answering the phone. Deal with standard reception visitor matters, including 
safeguarding procedures to meet service standards. 
 

2. Handle a wide range of detailed issues referred by other colleagues and 
service users often providing a point of contact for service user feedback of a 

specialist nature to meet service standards.  
 

3. Planning and managing diaries and meeting schedules. Plan coordinate and 
implement personal and team diaries and meeting schedules with supporting 

documentation to ensure that business is completed within agreed standards 
and meets the school's requirements. Keep the Principal or immediate 
manager fully briefed ad updated on all meetings and events to facilitate 

effective school management.  
 

4. Dealing with formal correspondence. Sort, refer, monitor progress and 
respond to formal correspondence to ensure the school’s standards and 

business requirements are met. 
 
5. Assist with pupil welfare such as first aid, school trips, events, liaising with 

appropriate service users within agreed policies and procedures to meet the 
needs of the school. 

 

General Admin 

 

6. Filing and retrieving documents. Co-ordinate, operate and set up a wide 
range of routine and complex filing and retrieval systems sometimes initiating 

change and providing specialist advice for the school team to ensure and 
efficient record management system and compliance with data protection 
requirements.  

 



 

 

7. Record keeping, including daily attendance information. Collate and 
maintain a wide range of manual and computerised records/management 
information systems providing guidance to others to meet agreed service 

standards and support efficient school management. 
 

8. Provide clerical and other support and guidance to service users. Provide 
administrative support and guidance on a wide range of issues to meet 

school’s administrative requirements.  
 

Finance, HR & Facilities Admin 

 

9. Assist in gathering data and financial information to support the preparation 

and monitoring of the school budget and business plan to assist the 
headteacher and governors in making financial decisions. Process requisition 
and PO procurement. 

 
10. Where appropriate, assist with the administration of payroll systems to ensure 

the salary process runs smoothly. 
 
11. Manage employee absence records, reports and arrange cover in 

accordance with policies and procedures so that service delivery is 
maintained. 

 
12. Operate uniform/snack/other sales within agreed policies and procedures to 

meet school requirements. 
 
13. Allocating, monitoring and managing resources. Manage facilities including 

premises, use of buildings and associated income to support delivery of the 
service.  Assist and support with marketing and promotion of the school to 

enhance service delivery. Likely to assist with documentation for the 
procurement of funds and sponsorship from companies to meet financial 

targets and enhance service delivery. May assist with monitoring of service 
contracts and supplier agreements.  
 

14. Monitor the provision of stocks of resources and office supplies to minimise 

waste and maintain the effective operation of the school.  
 
15. Provide management information.  Where appropriate gather and process a 

range of data and information such as reports and assessments on school 
budget and business planning, to support the production of management 

reports and information on school performance. 
 
 

  



 

 

Requirements of the role: 

 
Essential:  

NVQ Level 2 or equivalent in a relevant subject and/or substantial amount of work 
experience in a relevant organisation or customer services role. 

 
Appropriate level of literacy and numeracy. 
 

Appropriate level of IT skills. 
 

Health and safety awareness. 
 

Appropriate level of data protection, security and confidentiality awareness. 
 
Desirable: 

Understanding of corporate equality standards and diversity issues and impact in 
immediate work and service area. 

 
 
Assessment and reporting: 

 
Performance appraisal: 

The jobholder’s performance will be reviewed through the Trust’s performance 
management/professional learning procedures.  Training and development will be 
given to ensure that the postholder is able to carry out their job and will play a full 

and active part in the performance of the Trust. 
 

Communication and confidentiality: 

The jobholder will adhere to confidentiality requirements commensurate with the 

role. They will seek to respond to work-related matters within the same working day 

wherever possible. The job holder will be expected to represent the Trust 

appropriately in a range of situations including communicating and co-operating 

with persons or bodies outside the school environment. 

 

Role review:  

This job description sets out the main duties of the post at the time of drafting. It cannot 

be read as an exhaustive list. It may be altered at any time in consultation with the 
post holder subject to the CEO's approval. 
 

 

Safeguarding: 

The Nene Education Trust is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this 
commitment.   


