
ROWAN GATE PRIMARY SCHOOL 
ADMINISTRATOR JOB DESCRIPTION 

Grade E, Points 4-5 

 

HOURS OF WORK:  37 hours per week, 40 weeks per year 

RESPONSIBLE TO:  The Headteacher  

LINE MANAGER:  The Business Manager 

 

Purpose of the Post 

• Have an in-depth understanding of school administration processes, including the use of 

management systems such as SIMS.net and act as adviser for less experienced colleagues.   

• Work in liaison with Administrators at all sites to ensure equality of provision  

• Provide assistance to the Head Teacher to support them in their accountability for 

management. 

• Act as first contact for parents, teaching and non-teaching staff, governors, pupils and other 

professionals, either at front of house, over the telephone or via email, directing their 

enquiries appropriately.   

Key Responsibilities 

1. Provide a full range of secretarial skills including composition of letters and collating of 

reports for the school and produce a wide range of administrative duties to ensure an 

effective clerical and administrative service is provided to the school. This will include 

receiving and despatching daily mail,  ensuring visitor logs are maintained, class lists are 

updated and pupil attendance data is kept up to date. 

2. Provide a wide range of detailed, complex or specialist documents to ensure the needs of 

the office and classroom teams are met.  This will include using Microsoft Office applications 

to enhance school documents, pupil related documents and Assessment Manager reports as 

necessary. 

3. Manage filing, retrieval and archiving systems within the office that will include 

recommending, initiating and drafting changes when appropriate to ensure an efficient 

record management system and compliance with data protection requirements. 

4. Supervise the maintenance and accuracy of manual and computerised pupil 

records/management information systems, sometimes initiating and implementing change 

to meet school requirements and support efficient school management. 

5. Assist in gathering statistical pupil information for LA and DfE returns to support the 

preparation and monitoring of the school budget and business plan to assist the head 

teacher and governors in making their financial decisions.  



6. Manage the school’s on-line payment and communication software, currently Parentmail, 

within agreed policies and procedures to meet the school’s requirements.  This will include 

maintaining parent, pupil and staff contact information and recording payments promptly. 

7. Assist with pupil welfare, such as school trips, events, liaising with appropriate service users 

within agreed policies and procedures to meet the needs of the school. 

8. Supervise and handle more detailed and complex issues relating to pupils’ transport, welfare 

and admission referred by other colleagues and stakeholders, and respond to complaints 

with regard to school requirements 

9. Plan, co-ordinate and implement personal and team diaries and meeting schedules, with 

supporting documentation, to ensure that relevant deadlines are met 

10. Keep Headteacher, Senior Leadership Team or Business Manager fully briefed and updated 

on all meetings and events to facilitate effective school management. 

11. Sort, refer, monitor progress and draft straight forward responses to formal correspondence 

requiring approval, with due regard to school requirements. 

12. Supervise, coach and mentor less experienced colleagues and team members with regard to 

school pupil management systems to support the achievement of individual and team 

performance and development objectives. 

13. Monitor the provision of stocks of resources and office supplies to minimise waste and 

maintain the effective operation of the school. 

14. Record daily staff absences and manage the contact and deployment of supply staff to the 

appropriate classes to ensure that the school can continue to function safely for both pupils 

and staff. 

15. Where appropriate gather and process a range of data and information such as reports and 

assessments to support the production of management reports.   
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