SCHOOL ADMINISTRATOR JOB DESCRIPTION
Responsible To:	Subject Leader/Senior Administrator
Salary:	Herts H4 payscale
Contract:	32.5 hours per week, Mon-Fri, Permanent

We are seeking an enthusiastic and organised individual to provide general administrative support to the administration team, teaching staff and senior staff as required. The post holder will play a crucial role in the day-to-day life of a school by providing a wide range of administrative support. The post holder will be required to adopt a flexible approach and  be confident, supportive and possess good interpersonal and communication skills. 
Responsibilities:
· Administrative support for specific subject areas as required: mass printing/photocopying (in advance to reprographics), filing, data inputting, proof reading etc.
· Administration of interventions for students
· Day to day administrative assistance, including typing of documents/letters
· Assist with arrangements for school visitors and events
· Communication with school staff and teachers, senior leadership team, pupils, parents / carers, suppliers and visitors
· Any other responsibilities required as directed from Subject Leaders/Leadership Team
· The need to maintain confidentiality at all times in regard to information relating to the school including staff and students

Person Specification
Essential

· Excellent organisational and administrative skills
· Previous office administration experience
· Ability to work alone and part of a team
· Ability to build mutual respect with students and staff and enjoy working with young people
· Good level of ICT skills
· GCSE Maths and English
· Ability to work under pressure and to deadlines
· Flexible attitude and working using own initiative
· Excellent accuracy and eye for detail.


Desirable
· Previous experience of working in a school

This job description is a guide to the work that you will initially be required to undertake.  It may be changed from time to time, in consultation with you, to meet changing circumstances.  It does not form part of your contract of employment.

