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Woodlands School
Job Description & Personal Spec
School Administrator



School Administrator

Main purpose of the job
Responsible for providing a financial and administrative function under the direction of the School Business Manager 
1. Provide general clerical support including clerical processes, word processing, IT based tasks requiring knowledge of various ICT packages and operation of office equipment 
2. Produce lists, information and data as requested by senior staff or external agencies (e.g. standard/statutory returns)  
3. Maintain manual and computerised records and management information systems.
4. Deal with enquiries either by telephone or face-to-face offering information and support and sign in visitors 
5. Reception duties
6. Assist with arrangements for school visits and events 
7. Responsible for the selection, ordering and storage of supplies
8. Undertake general financial administration such as processing orders, collecting monies and undertake basic book keeping, such as for petty cash 
9. Provide administrative support for meetings and take notes at meetings 
10. Assist with the administration of school lettings and other uses of school.
11. Maintain confidentiality and adhere to safeguarding procedures

T R A I L
We seek and follow the key values outlined in the Woodlands TRAIL in all that we think and do
· Adults and children alike learn TOGETHER
· We seek to RAISE our game, make the best possible progress; both within ourselves and for each child
· We agree shared ASPIRATIONAL goals for each other and every child
· We challenge each other and the children to become as INDEPENDENT as possible in developing skills and knowledge
· The ability to keep learning and growing is a LIFELONG commitment
· We agree that our core measure of success is the quality of the LEARNING experience (all formal and informal learning is fun and valuable)



Personal Specification
All elements of the Person Specification are Essential unless otherwise stated:
Qualifications
· Minimum GCSE English and Maths at Grade C or above
Professional Development
· Evidence of a commitment to own professional development 
Knowledge
· Knowledge of administrative processes and procedures
· Knowledge and understanding of health and safety
· Understanding of GDPR legislation
Skills and experience
· Excellent interpersonal and communication skills
· Excellent attention to detail
· Experience of and proficiency in using Microsoft Office Suite of applications
· Experience of working in a busy customer focused environment
· Excellent written skills
· Ability to foster positive professional relationships and work effectively with colleagues and multi-agency professionals
· Ability to work independently and as part of a team
· Ability to plan, organise and prioritise workload
· Ability to use ICT systems effectively
· Ability to work to deadlines
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