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JOB DESCRIPTION & PERSON SPECIFICATION
	Job Title:
	Senior Administrative Assistant

	Reports To:
	School Finance Officer / Headteacher

	Location:
	Bishop's Waltham Junior School

	Salary/Grade:
	Grade C

	Contract Type:
	Full-Time, Permanent (40 weeks) – 35 hrs per week



Job Purpose
To develop, implement, and maintain a comprehensive, effective, and efficient administrative service that meets the requirements of Bishop's Waltham Junior School. This role focuses heavily on all aspects involving pupils, acting as the primary lead for pupil data systems, admissions, wrap-around care/clubs, school trips, and medical welfare, while leading communication and coordination frameworks that ensure pupil safety, accurate record-keeping, and operational clarity across the teaching and support staff teams.
Key Responsibilities and Accountabilities
Data Systems & Attendance (Arbor)
MIS Integrity: Serve as the core system administrator and user of Arbor for all data collection, pupil records, and parental communication. Proactively audit, update, and manage all Arbor records, ensuring FSM flags, pupil/parent contact details, emergency contacts, and medical frameworks are fully accurate at all times.
Attendance Management: Monitor daily school attendance following automated registration. Track absences, rigorously follow up on unexplained daily gaps, and produce precise attendance reports and statutory penalty notices for the Headteacher as required.
Statutory Returns: Coordinate, compile, complete, and submit the termly School Census via the Arbor platform.
Admissions Pipeline: Manage the school admissions pipeline, including both in-round and out-of-round applications, as well as secondary school transfers, while liaising directly with the Local Authority admissions department.

Customer Service & Reception
First Point of Contact: Act as the primary face of the school for reception, telephone, email, and face-to-face enquiries from parents, pupils, and visitors.
Enquiry Management: Respond to daily morning enquiries, process parental requests for pupil leave of absence, and systematically manage documentation for children arriving late to school.
School Security: Ensure strict compliance with school security protocols at all times, including controlling access, issuing visitor badges, and managing the physical or digital visitor log.
Office Operations: Contribute to the seamless daily execution of postal, telephone, stationery, delivery tracking, and visitor hospitality facilities.

Pupil Services, Clubs, & Wrap-Around Provision
Trips & Residentials: Take the administrative lead on planning and executing all school trips, workshops, and residentials, including setting up payment plans, managing consents, and issuing contracts or payment reminder letters to parents.
Extra-Curricular & Clubs: Coordinate and set up all internal and external school clubs, music lessons, and breakfast/after-school wrap-around care provisions within the school’s management software.
Staff Communication & Safety Registers: Take the absolute lead on ensuring teaching and support staff are fully informed of daily pupil schedules. Produce and distribute accurate lists detailing which pupils are attending after-school wrap-around provision and school clubs, ensuring absolute clarity on safeguarding arrangements.
Parental Consents & Dismissal Safety: Maintain clear, accurate, and up-to-date frameworks regarding parental consents for pupil collection. Ensure all delivery/dismissal teams are aware of authorized collection arrangements to uphold strict child safety protocols.
Free School Meals (FSM): Actively monitor Free School Meal applications, cross-reference entitlement data, and proactively support parents through the application process with high empathy and confidentiality.
Financial Processing: Deal with all pupil-related monies brought into school (lunches, trips, clubs) and ensure funds are accurately assigned to pupil accounts.

Catering Liaison
Meal Coordination: Manage daily school meal orders, collate pupil lunch choices, and work in close partnership with the kitchen staff and catering provider, Aspens, to ensure smooth, efficient lunchtime services.

Medical & Pupil Welfare
First Aid & Medication: Lead pupil welfare support across the school by administering first aid and approved medications in strict accordance with the school's medical policy.
Medical Coordination: Take ownership of school medical processes, including coordinating Individual Healthcare Plans (IHCPs) and completing healthcare documentation.
External Liaison: Contact parents promptly regarding pupil sickness or injuries. Coordinate on-site school visits from the School Nursing Team for health checks, dental checks, and flu vaccinations.
Inventory Control: Monitor, update, and order first aid and medical supplies as necessary to maintain fully stocked resources.

Staff Management & Teamwork
Operational Cover & Support: Support the SENDCO with administrative tasks, and provide essential operational cover in the absence of the Finance Officer.

General Corporate Responsibilities
Professional Development: Participate actively in the performance review and development process, taking personal responsibility for identifying learning and training opportunities in discussion with the line manager.
Health & Safety: Comply fully with individual health and safety responsibilities within the workplace.
Note:
This job description is not your contract of employment nor any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
Safeguarding Commitment
Bishop’s Waltham Junior School is committed to safeguarding children and expects all staff and volunteers to share this commitment. We follow safe recruitment practices to protect children and vulnerable adults. The successful candidate will be subject to an enhanced DBS check.
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