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Sunflower Federation
Job description – ADMINISTRATOR 

The job description will be reviewed at least annually as part of the Performance Management programme.
This job description outlines the responsibilities for the Administrator (Student/Pupil) of the Sunflower Federation which comprises two special schools - Breakspeare SLD/PMLD School (catering for students from 3 - 19) and Meadow Wood PNI School (catering for students from 3-11). All students have EHC Plans.
	Location.		Breakspeare School		Meadow Wood School
	Gallows Hill Lane	Coldharbour Lane
	Abbots Langley	Hertfordshire	Bushey	Hertfordshire
	WD5 OBU	WD23 4NN



Salary range: Grade H3
Reporting to: Business Manager
Date Prepared: September 2022







Purpose of the Role will be in the following areas; 
To provide general administration support to the School under the direction or instruction of either the Business Manager or Deputy Office Manager.
To co-ordinate the administration of student admissions and the Educational Health plans of pupils with external agencies. 
To provide general finance administration support to facilitate efficient and effective use of the budget allocated to the school.
To provide financial administration for free school meals, catering returns and receiving and recording monies from the pupils and parents/cares relating for example dinner monies and school visits.
To be responsible for maintaining pupil attendance records.
Responsibilities:
Provide administrative support e.g. photocopying, filing, faxing, emailing, completion of routine forms, school meals. This could be directly supporting the Head teacher.
Update manual and computerised records/management information systems
Provide reprographic support to teaching and non-teaching staff.
Assist with pupil well-fare matters including contacts with parents/carers, staff and transport. 

Individuals in this role may also undertake some or all of the following:
Undertake reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors
Open, sort and distribute incoming mail and post outgoing mail
First point of contact for sick pupils, liaise with parents / carers / staff
Place and process orders and invoices
Assist with arrangements for visits, for example by school nurse, photographer
Ensure collection of attendance registers
Arrange orderly and secure storage of supplies.
Provides Admin support at meetings (notes of meetings)
Check incoming stock deliveries and arrange for distribution and storage 
Enter income and expenditure on the finance system
Knowledge 	Good knowledge of ICT systems (word, power point, Excel. Arbor, RM Financial System) 	NVQ level 2 (or equivalent)	Level 1 Safeguarding 	Understanding of the Schools ethos and values 	Competencies 	Planning and Organising	Communication (written and verbal)	Listening 	Detail Handling	Team working 	Problem solving 


We are committed to safer recruitment practices and to safeguarding and promoting the welfare of all children. We expect all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. 
The duties and responsibilities listed above describe the post is at present.  The post holder is expected to accept any reasonable alterations that may be necessary from time to time.
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Tel: 01923263645
Fax: 01923260087

admin@breakspeare.herts.sch.uk
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Tel: 02084204720
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admin@meadowwood.herts.sch.uk
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