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Administrative Officer 

Ray Lodge Primary School 

Job Description 


Core Purpose:
· The Administrative Officer will be responsible for the data systems in the school, producing accurate and assessable data which will contribute to raising standards.
· To play a crucial role in the day-to-day life of the school by providing a wide range of administrative support to keep everything running as smoothly as possible.
· To provide an effective and efficient welfare support service to the school.  
· To co-ordinate the development and review of school and Trust policies.
· To be committed to the highest educational outcomes for the children in the school by understanding that the school office plays a critical role within the school.
· To deal with all visitors to the school in line with the school’s safeguarding procedures.
· This post requires a high degree of confidentiality and flexibility.

Key Duties:

Admissions and Data:
· To manage and maintain the school information system (RM Integris) to ensure all pupils’ data is accurate and up to date.
· To maintain accurate and up to date attendance and lateness records electronically. 
· To monitor attendance of all pupils and to promote good attendance and punctuality across the school.
· To check the absence voicemail messages and record accordingly.
· To ensure registers are closely monitored daily for absence and lateness and absences are followed up with telephone calls to the pupil’s carers.  
· [bookmark: _Hlk70365862]To liaise with the Child and Family Worker to advise of daily absences relating to Extended Schools families.
· To raise matters of concern regarding attendance or punctuality through the appropriate channels. 
· To deal with new pupil admissions to school on an annual basis including arrangement of transition meetings, entry arrangements, collection of information from parents, liaising with the local authority and offering places for schools in line with school/Trust/ local authority guidelines and procedures.
· To be responsible for the effective transition of pupils to other schools including sharing of information, liaising with the local authority and contact with parents, as necessary.
· To arrange mid-term admission meetings for new pupils, preparing all necessary documentation and ensuring all pupils’ admission papers are completed correctly.
· To produce regular summaries of pupils’ attendance and behaviour data in order to identify trends in each year group as required.

Data Management and Reporting:
· To assist the school in collating information required by the Trust and the local authority.
· To be responsible for maintaining accurate records of free school meals (FSM)/Pupil Premium children and reporting as necessary. 
· To coordinate secondary transfer files (both manual and computerised) and manage the transfer of confidential pupils’ records.
· To implement and administer the annual reports to parents ensuring the data is made available to parents and carers. 
· To be responsible for the maintenance of confidential pupil personal files and liaise with the Safeguarding Lead and SENDCO.
· [bookmark: _Hlk70365777]To complete and submit accurate statutory returns and census data. 
· To ensure data security and confidentiality is always maintained in line with GDPR.
· To keep up to date with data and assessment requirements and attend meetings and training provided by the local authority and other relevant bodies on behalf of the school and disseminate the information obtained.
· To ensure the school is compliant in all aspects of data protection legislation.

Policy Management:
· To comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To co-ordinate the development and review of school and Trust policies, including the uploading of newly updated policies to internal and external school sites, ensuring outdated policies are archived correctly.
· To liaise with the Office Manager, Head of School and relevant Line Managers to ensure induction materials and appropriate packs are developed in a timely manner for all new staff, including updating any materials as appropriate.


General School Administration:
· To work closely with the Child and Family Worker, Finance Manager, Office Manager and the wider administrative team.
· To work closely with administration colleagues in other Strive4 Academy Trust schools to support and share best practice.
· To provide personal, administrative and organisational support to the Head of School and other staff.
· To provide a professional, friendly and helpful service for all telephone, email or face to face enquiries to the school.
· To take responsibility for dealing with complex enquiries or difficult visitors to the school where able to.
· To ensure school security arrangements are always complied with, including the issue of visitor’s badges and signing in and out of the visitor’s book. 
· To accept and sign for deliveries as appropriate.
· To undertake administration of complex procedures.
· To manage the workload to ensure all administrative and clerical duties are carried out in a timely manner.
· To operate relevant equipment/complex ICT packages, including RM Integris.
· To take messages and arrange appointments for the Head of School/Senior Leadership Team/teaching staff, as appropriate.
· To understand and comply with the school’s Equal Opportunity Policy and all Safeguarding Policies and Procedures. 
· To attend professional development opportunities as agreed within Performance Management schedule, job description and school need.
· To maintain the highest standards of honesty, integrity and confidentiality.
· To uphold and comply with the statutory provision of Health and Safety at Work Act 1974 and any other relevant legislation, Trust and school policies and procedures relating to Health and Safety at work.
· To hold or be prepared to attend training for a relevant first aid qualification in order to act as an appointed person for the school; and to be responsible for the care of children who are hurt or unwell by administering first aid to pupils as required, in keeping with the school’s policies.
· To maintain a record of all accidents/ injuries and to liaise with teachers, parents and other relevant parties regarding pupil’s sickness or injuries.
· To assist in the preparation on statistical information for Governors, Trustees, the local authority and DfE.
· To frank and mail correspondence in a timely manner.
· To deal with enquiries by telephone, in person or in writing.
· Be aware of and support difference and ensure equal opportunities for all.
· To contribute to the overall ethos/work/aims of the school.

Working Hours:
· Term Time role + 2 weeks during school holidays at dates to meet the business need.
· 36 hours per week – 5 days per week.
· The post holder will be required to work alternative shifts during term time, therefore working hours will alternate from 7am to 3pm and 8.30am to 4.30pm.


Duties and responsibilities of the post may change over time as requirements and circumstances change.
The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder.

Sagacity        Timeliness        Rigour        Integrity        Vision                    Excellence
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