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Job Description: School Administration Officer
Core Purpose
The Administrative Officer is responsible for delivering an efficient, professional, and customer‑focused administrative service to ensure the effective functioning of the school. The role includes responsibility for reception, administration, and statutory compliance.
Customer Service & Reception
· Act as the first point of contact for visitors, parents, staff, and callers, ensuring a welcoming and efficient reception service.
· Manage enquiries, resolving routine and complex issues or referring them appropriately.
· Maintain the school diary, messaging systems, incoming post, and email enquiries.
· Handle daily visitor management, safeguarding checks, and sign‑in procedures.
Administration & Office Management
· Provide high‑level administrative and secretarial support to the Headteacher.
· Maintain accurate pupil and staff records, including admissions and emergency contacts.
· Manage social media content and publish daily updates.
· Produce weekly newsletters and support website updates.
· Lead the organisation and administration of school trips and visits.
· Maintain and update MIS systems.
· Coordinate annual processes such as census returns and statutory submissions.
· Manage orders, stock control, and general office systems.
· Ensure GDPR compliance.
· Support welfare duties as required.
Welfare, Safeguarding & Health and Safety
· Provide general welfare support.
· Be a trained First Aider.
· Support fire safety checks and risk assessments.
· Follow safeguarding policies and statutory guidance.

Corporate and Statutory Responsibilities
· Ensure compliance with Health & Safety, Data Protection, and Equality Duty requirements.
· Maintain sustainability measures.
· Support community engagement and lettings.
· Produce bids for additional funding when required.
Special Conditions
· Enhanced DBS clearance required.
· Compliance with safeguarding, data protection, and equality legislation.
· Participation in relevant continuing professional development (CPD).
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