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Administrator Band 2 SCP 11 to 15

	Role Title

	Typically reports to

	Administrator 2 Band 2 
	School Business Manager

	Purpose of the role (job statement)

	To provide specific clerical and administrative or financial functions for the school under the direction or instruction of senior staff.


	Responsibilities 

	Key duties:

1. Provide general clerical support including clerical processes, word processing, IT based tasks requiring knowledge of various ICT packages and operation of office equipment 

2. Produce lists, information and data as requested by senior staff or external agencies (e.g. standard/statutory returns)  

3. Maintain manual and computerised records and management information systems (SIMS).
Individuals in this role may also:

1. Deal with enquiries either by telephone or face-to-face and sign in visitors 

2. First point of contact for sick pupils, liaise with parents / carers/staff 

3. Assist with arrangements for school visits and events 

4. Maintain stocks and supplies, selling and distributing as required 

5. Undertake general financial administration such as processing orders, collecting monies and undertake basic book keeping, such as for petty cash 

6. Provide administrative support for meetings and take notes at meetings 

7. Assist with the administration of school lettings and other uses of school


	Indicative knowledge, skills and experience 

	· General clerical, administrative and financial work, as appropriate.

· Working at or towards national occupational standards (NOS) in business and administration level 2 and knowledge / skills equivalent to current national qualifications level 2.


	Job Evaluation Assessment

	Factor
	Relevant Job  Information

	A
	Knowledge 

and skills


	Requires knowledge of procedures for a range of advanced activities in a general office environment, such as administrative and financial work, including knowledge of various IT packages. Equivalent to national qualifications level 2.

	B
	Communication skills


	Communicates with staff, parents/carers, suppliers, offering information and support. May communicate on more complex issues relating to administration such as lettings/premises.

	C
	Analytical skills


	Primarily routine work, such as statutory returns; resolves day to day problems, such as with book-keeping or school publications.

	D
	Responsibility for staff


	May demonstrate administrative duties to new or less experienced staff.

No formal supervisory responsibility.

	E
	Responsibility for pupils


	Contact is generally incidental to the main job duties.
May have contact with pupils entering the office and may assist with the welfare and care of sick pupils. 

	F
	Decision-making
	Makes decisions about own administrative work. Decision-making is short term; more complex decisions are referred to senior staff.

	G
	Responsibility for Physical, Financial and Information Resources
	Responsible for the maintenance and updating of records.
Responsible for the selection, ordering and storage of supplies, under direction. May handle small amounts of cash (e.g. dinner money, school visits).

	H
	Physical demands
	Requires normal physical effort, with a mixture of sitting, walking and carrying minor loads.

	I
	Emotional demands
	Exposure to emotionally demanding situations is infrequent.

	J
	Mental demands
	Administrative work is regularly interrupted.

	K 
	Working conditions
	Work is normally carried out in an office environment.


Moss Park Junior School PERSON SPECIFICATION ADMINISTRATOR Band 2
	MINIMUM ESSENTIAL REQUIREMENTS

	Qualifications/Experience
	E = Essential

D = Desirable
	Assessed By

A = Application Form

I = Interview

R =  Reference

	Possess GCSE A* - C in English and Maths or equivalent as a minimum.
	E
	A

	To hold or be willing to work towards a level 2 qualification in Business Administration 
	D
	A/I

	Current or recent previous experience of front of house administrative/organisational work
	E
	A/I/R

	Current or recent previous experience of administrative/organisational work in a school environment
	D
	A/I/R

	Experience of using various software packages, e.g. Microsoft Word, SIMs and Excel, and information technology systems.
	E
	A/I

	To hold or to be willing to undertake a appointed person certificate in first aid 
	E
	A/I

	Knowledge/Skills

	Ability to deliver a high standard of service. 
	E
	A/I/R

	Ability to deal with situations under pressure in a tactful, calm and confident manner.
	E
	A/I

	Effective written and verbal communication skills to liaise with a wide range of people over the telephone and in person.
	E
	A/I

	Excellent time management skills with the ability to plan and prioritise own workload to meet deadlines. 
	E
	A/I

	Excellent personal and office organisational skills and ability to maintain effective administrative systems.
	E
	A/I/R

	Ability to act on own initiative and be proactive when solving problems.
	E
	A/I

	Able to use office equipment e.g. photocopier/fax
	D
	A/I

	Have an effective knowledge of social media for business purposes
	D
	A/I

	Have the ability to relate well to children and adults.
	E
	A/I

	Be able to work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
	E
	A/I

	Have the ability to identify your own training and development needs and co-operate with the means to address these needs.
	E
	A/I

	Personal Style and Behaviour

	Tact and diplomacy in all interpersonal relationships with the public, pupils and colleagues at work.
	E
	A/I

	Self-motivation and personal drive to complete tasks to the required timescales and quality standards.
	E
	A/I/R

	The flexibility to adapt to changing workloads demands and new school challenges.
	E
	A/I/

	Personal commitment to continuous self-development.
	E
	A/I/

	Personal commitment to the school’s professional standards, including dress code. 
	E
	A/I/R

	Ability to work occasional evenings to provide reception cover for school events.
	D
	A/I/


