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	Mosaic Schools Learning Trust is committed to safeguarding and promoting the welfare of

children and young people and expects all staff and volunteers to share this commitment


	JOB DESCRIPTION 



	Title:   ADMINISTRATOR
Hours: 30 (39 weeks per year)

	Grade:                Scale BR6
Section:             Administration
Reports to:        Deputy Head Teacher


	MAIN PURPOSE OF THE JOB

Under the direction/instruction of the Deputy Head Teacher:  provide clerical and administrative support to a school in the Trust.



	TASKS

ORGANISATION

· Contribute to the planning, development and organisation of support service systems/procedures/policies.
· Ensure the completion and submission of the pupil census to the DfE
· Help with the organisation of school trips/events, receiving parent contributions, liaising with the Finance team and year leads
· To support the Receptionist with complex reception/visitor matters.
· Set up and manage the school diary
· Assist in the supervision, training and development of administrative support staff when necessary.

ADMINISTRATION

· Manage manual and computerised record/information systems, in particular being the first point of contact for e-mails to the Head Teacher inbox.
· Analyse and evaluate data/information and produce reports/information/data as required (Providing support with Pupil Admissions/Transfers & Assessment data).

· Undertake word-processing and complex IT based tasks as required by the Head Teacher and Deputy and Assistant Head Teachers.

· Complete and submit complex forms, returns etc. to LA, DfE and other agencies as appropriate 

· Arrange/respond to peripatetic music lesson enquiries seeking the advice of the Head Teacher when necessary.

· Arrange, in consultation with local Primary Care Trust, medical appointments/vision and dental checks.

· Deal with PTA enquiries.
· Ensure all preparations for school functions are in place liaising with the teaching staff as appropriate.

· Maintain and update the school website.
· To support the school receptionist with the administration of admissions and attendance.

· To deal with queries in the reception area, supporting the receptionist.

· To organise the school photograph appointments and the administration of sold photographs.

· To produce the weekly bulletins for staff and parents.
· To collect and bank dinner monies and chase outstanding debts with reference to the relevant policies.

· To deal with queries from parents and staff.

· Support the Healthcare Assistant when required. Duties to include:

   Writing up care plans.
                Giving out and collecting medication.

RESOURCES

· Operate relevant equipment/complex ICT packages

RESPONSIBILITIES

· Be aware of and support diversity and ensure equal opportunities for all
· Set a high standard of conduct

· Assist parents, carers and other stakeholders with general enquiries
· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals

· Attend and participate in regular meetings as required

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others.

Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the Front Office.


	DATE DRAWN UP:      January 2025                              NAME:            Susie Sargent
JOB TITLE                  Head Teacher
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	Mosaic Schools Learning Trust is committed to safeguarding and promoting the welfare of

children and young people and expects all staff and volunteers to share this commitment


	CONNECT SCHOOLS ACADEMY TRUST

PERSON SPECIFICATION 



	Post:    ADMINISTRATOR
Hours:  30 per week (39 weeks per 

              year)


	Grade:               Scale BR6
Section:             Administration
Reports to:        Deputy Head Teacher


	EXPERIENCE (Essential Requirements)

This appointment will be subject to satisfactory disclosure and barring police checks [DBS]. There is no requirement for any formal qualifications, but applicants should have excellent numerical, literacy and IT skills and be competent in Word and Excel. Excellent communication skills, both written and in person, a friendly, positive outlook and a sense of humour are all vital to this role. 

EXPERIENCE (Desirable Requirements)
A knowledge of Arbor software. Experience of delivering a responsive and customer-focused service. 



	KNOWLEDGE/SKILLS (Essential Requirements)

· Being friendly and welcoming, with a positive “can do” attitude
· Being responsible, honest and reliable

· The ability to work and thrive under pressure and be able to meet tight deadlines

· Having a knowledge of relevant legislation and guidance in relation to working in an environment with children and the protection of children

· Understanding and a commitment to the protection and safeguarding of children

· Willing to work within organisational procedures and processes and to meet the required standards of the role

· Able to demonstrate good working relationships with others, both inside and outside their usual work team 

· Having the ability to use initiative when required

· Being able to plan and develop good systems

· Being able to evidence having good organisational and administrative skills, and able to prioritise workloads

· Flexibility and ability to work as a team member in a very busy office environment



	DATE DRAWN UP:      January 2025                                   NAME:            Susie Sargent
JOB TITLE:                  Head Teacher 



