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JOB DESCRIPTION 
	JOB TITLE
	School Administration Officer – Grade 5
	JOB REF NO
	CLT ADM001



BASIC JOB PURPOSE 
To be responsible for the effective and efficient administration of financial and other office procedures.

	NO
	  MAIN RESPONSIBILITIES



	1.
	Provide general clerical support for the school including word processing, data inputting, photocopying, filing, collation of information, communication and diary organisation etc to ensure the efficient and timely provision of information.

	2.
	Monitor and respond to the admin email account and follow up necessary actions.

	3.
	Deal with telephone and face to face enquiries to ensure that all calls/visitors are handled efficiently and effectively and good relations fostered.

	4.
	Administer and maintain accurate finance records for all money received eg trips, dinner money, donations etc ensuring all money is accounted for and check reports to ensure accuracy of information within the payment system.

	5.
	Responsibility for maintaining data bases and liaising with the providers of the systems regarding support and trouble shooting. 

	6.
	Input and maintain all financial information with regards to raising requisitions within Sage and receipting goods to ensure accurate information is available and financial regulations are followed.

	7.
	Maintain school pupil data bases within SIMS including Attendance, to ensure accurate information is available and produce reports from the system for Education Welfare, to facilitate management decision making and statistical analysis to meet statutory and DfE requirements.

	8.
	Prepare and submit the Pupil Census termly.  Prepare and submit the annual School Workforce Census under the direction of the HR Manager.

	9.
	Maintain and monitor sickness records for staff ensuring all paperwork is completed and the monthly sickness reports submitted to HR. Collating overtime claims, leave of absence and expenses for submitting monthly to HR.

	10.
	Maintain records of staff training. Submitting a termly report to HR.

	11.
	Develop and maintain administrative systems so that support provided to the headteacher and staff is efficient and effective.

	12.
	Set up, co-ordinate and administer the admissions/transfer of pupils under the direction of the Headteacher.

	13.
	Liaise with contractors/suppliers concerning the ordering of goods and supply of services to the school and monitor the service provided to ensure the optimum use of resources.

	Notwithstanding the detail in this job description the job holder will undertake such work as may be determined by the CEO/Headteacher from time to time, up to or at a level consistent with the Main Responsibilities of the job. 





