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Senior Administrative officer 

Full time, term time (36 hours per week) 8.15am to 4.15pm (Monday to Friday) 

Grade SO1
The school is seeking to employ a Senior Administrative Officer to assist the School Business Manager with running the school’s financial, HR, Premises and admin needs in an effective and efficient way. The postholder should be approachable, enthusiastic and flexible as this role is involved in a wide range of jobs in the school, not just in the HR/Finance Office.
The successful candidate will be a self-motivated, highly professional person who will work to ensure the school is supported and allowed to grow and develop in the current climate of change in education.
The School Business Manager works closely with the Executive Headteacher and Senior Leadership team and the new Senior Administrative Officer will assist the Business Manager in working as part of this small team. They will need to be flexible as the role will be varied and demanding and the need for accurate work is essential.
The Senior Administrative Officer will be expected to cover all these roles as required and be flexible as to the area of the school they are asked to work in.
A good team player is vital to work alongside the existing professional, hard-working team.
HR main duties and responsibilities:
· Support the successful HR admin processes in the school, including the recruitment process.
· Assist in the management of the schools Single Central Record.
· Assist in seeking advice for staff on, sickness, absence, maternity procedures and other confidential personnel related matters.
· Manage recruitment materials including job descriptions, person specifications, advertisements and information packs for candidates.
· Manage all DBS applications for existing staff.
· Provide the short-listing panel with references and other documentation as required.
· Manage the interview process and timetable for all interviews (ensuring interview records are kept in line with regulations).
· Absence reporting – sickness, special leave, ensuring accurate records are kept of absences and that Payroll is appropriately informed.
· Monitoring of absence levels and supplying regular reports to the Headteacher on staffing absence not related to pay.
· Comply with and participate in the promotion of the school’s health and safety, safeguarding and equal opportunities policies.
· Demonstrate a commitment to the protection and safeguarding of children through the adherence to relevant school policies and procedures.
· Communicate with the school’s HR provider for advice and guidance.
· Manage all staff confidential records in accordance with the schools GDPR and records management policy.
· Support the SBM with the review and updating of any relevant policies when required.
· To manage the School Workforce Census and ensuring all statutory returns are completed and returned by the deadline
Finance main duties and responsibilities:
· Inputting of orders onto finance system, receiving goods, checking deliveries, payment of invoices and progress chasing orders.
· Support and assist Business Manager with income generation and bid applications.
· Liaising with companies to obtain “best value” for items purchased.
· Purchasing items on school credit cards, inputting of all information onto system and reconciliation of monthly statement.
· Keeping records and monitoring of all utility charges.
· Checking and payment of supply invoices against records supplied by School Business Manager.
· Administration and payment of all cash claims.
· Inputting on the system of all monies received.
· Receipt of all ad-hoc cash/ cheques and arranging the banking of these monies.
· Invoicing for hire of facilities and collection of payment, raising any queries and chasing outstanding monies. Repayment of deposits where required.
· Invoicing outside bodies for monies owed to school and follow up to ensure that monies are collected.
· Assist in the administration of insurance claims when required.
· Assist in the maintenance of the school’s inventories and the performance of an annual stock take.
· Maintain a record of declarations of interest of staff.
· Assist in the monthly reconciliation of all school bank accounts.
· Assist in the monthly preparation of the school’s income statement and balance sheet.
· On an ongoing basis assisting external auditors, providing information as required.
· General up keep of access for budget holders to obtain budget information.
· Assist in the maintenance and storage of all financial records within financial regulations and the schools’ records management policy.
· To oversee the fee collection and the chasing of bad debts.
· To liaise with parents regarding the payment of fees.
· To assist in the preparation of all returns for the DFE, LA and other central and local governments agencies within statutory deadlines
Admissions

· To manage all school admissions in conjunction with Haringey LA admissions department

· To manage all nursery admissions in consultation with the nursery teacher

· To liaise with parents and prospective parents regarding admissions. To answer any queries about admissions to School.

· To show prospective parents and carers around the school

· To find out about any special needs or medical conditions that a child may have, bringing this to the attention of the relevant staff

· Ensure all new admissions are entered accurately into the school MIS, records set up for each child, and the SLT, class teachers, EMA lead and Inclusion Manger are informed

· To report regularly to the governing body and LA on the school roll and spaces available

· To be responsible for the completion the annual pupil census return to the DfE (PLASC)

Premises main duties and responsibilities:
· Assist when required with the booking of external contractors
· Liaise with site team on the distribution of deliveries.
· Liaise with site team on site related issues to ensure that issues are dealt with promptly as and when required.
· To be the second administrator for the schools Health and Safety Smartlog system and promote the use of the system throughout the school.
· Assist with the update of Health and Safety policy and procedure as and when required.
· Assist with the update of school risk assessments as and when required.
· Willingness to undertake Health and Safety training commensurate to the role.
· Managing first aid training for staff ensuring compliance with LA Health and Safety procedures
Administration

· To monitor the maintenance of pupil records including, when appropriate, the assessment process.

· To act as correspondent for the DfE and to be responsible for the records and returns required.

· To be responsible for the systems and general management of the school’s MIS (RM Integris). To assist in the implementation of appropriate Management Information systems and the computerisation of the administration & accounting records. To act as System Manager for the MIS.

· To assist in ensuring that all staff are aware of the administrative procedures that are in operation within the school and to assist staff in the compliance of these procedures.

· To establish and use effective methods to review and improve administrative systems

· To produce personal and confidential correspondence for the Executive Headteacher, Senior Management Team and Governors.

· To be responsible for the production of letters, reports and school publications, newsletter ensuring high quality at all times.

· To be responsible for all arrangements for the efficient operation of medical examinations, school photographer etc.

· To handle all other matters of an administrative nature which may arise.

Marketing & Promoting the School

· To welcome all parents, pupils and visitors to the school and provide them with relevant support and information on all aspects pertaining to the life of the school.

· To assist with the promotion of the school to different audiences and raise its profile in the local/wider community.

·    To assist the SBM in liaising with local, national and international businesses for fundraising and joint projects.

· To promote the public’s perspective of the school by helping to organise tours to prospective parents / visitors / prospective staff.

· To provide admin support in maintaining and updating the school website, school App and any other school social media platform.

General Statements

· Required to carry out all reasonable duties and responsibilities of the post in accordance with the Councils’ policies and procedures and standing orders.

· All employees are required to declare any conflict of interest that may arise before or during their employment.

· Any outside activities, either paid or unpaid, must not in the view of the School conflict with or react detrimentally to the Authority’s interest, or in any way weaken public confidence in the conduct of the School’s business.

· Undergo and meet school conditions for a satisfactory enhanced DBS check and other vetting checks.

· Must comply with all equality legislation, policies and procedures; actively promote ways of eradicating and challenging racism, prejudice and discrimination through the School’s policies and procedures.

· To have due regard for safeguarding and promoting the welfare of children and young people, and to follow the LB of Haringey’s child protection procedures.

· Being aware of responsibilities under the Data Protection act for the security, accuracy and relevance of information held and maintained.

· Treating all information acquired through your employment, both formally and informally, in strict confidence

· To demonstrate a commitment to good customer care.

To contribute as an effective and collaborative member of the School Team

· Participating in training to be able to demonstrate competence.

· Participating in first aid training as required.

· Participating in the ongoing development, implementation and monitoring of the service plans.

· Contributing in meetings and being a supportive member of the school team

Post holder’s full name………………………….….……………………….

Signature ….………………………………………….………….

Date ……………………….

By signing this job description, you are agreeing that you have read and fully understand its content and context at the date of signing. Please be mindful that this role will be subject to continuous review in line with legislation, as well as the school and the pupils’ needs.

Person Specifications

	Attributes
	
Essential
	Desirable
	Assessment Method

	Qualifications
	GCSE maths and English at grade C or above, or the equivalent. 
	
	•Certificates
at interview



	Training
	Evidence of Continuing Professional Development


	
	•Application
 form



	Experience
	Experience of working within a financial environment using a purchase/sales ledger.

Experience of working in a customer service role. 

Experience of working within a team environment and the flexibility that this may at times require.

Demonstrable experience in finance and personnel management.


Experience in producing reports and advising the Executive Headteacher and Governors on the findings of projects / reviews.

Experience of understanding financial information, managing budgets effectively and ensuring financial propriety with School procedures and current Local Government Finance legislation


Experience of planning, managing and monitoring their own work 

Evidence of success in building and forming working relationships across professional and operational boundaries
	Experience of working within a school or similar environment with vulnerable people

Fund raising and
or preparing and
submitting grant
applications

	•Application
form
• Interview
activity



	Knowledge &
Skills


	Knowledge of financial management and accounting procedures.

Knowledge of management systems e.g. RM Finance, Target Tracker, RM Integris etc. 

Able to demonstrate a good standard of literacy and numeracy.

Commitment to working within the School’s aims with regard to safeguarding, equal opportunities and raising achievement.

Able to handle confidential information with complete discretion.

A genuine interest in education and being part of the school community. 

An understanding of the issues that may affect young people.

An understanding of Health and Safety in the workplace and a willingness to undertake any training that may be required.

Knowledge of the guidelines with regard to financial standards, VAT and payments to individuals.

A good understanding of how Fair Funding and Self-Management impacts on community primary schools.


How the application of the principles of Best Value within a publicly accountable organisation need to be applied.

The ability to develop and manage a variety of administrative systems.

Analytical skills, able to analyse data and information and use to monitor and support activities to promote solutions.

Ability to develop and maintain good relationships with a wide range of people, from parents and pupils to outside agencies.

Excellent ICT skills e.g. confident and adept in use of Microsoft applications and google drive applications

Shows drive, enthusiasm and commitment in the achievement of business objectives

Outstanding interpersonal skills and the ability to communicate effectively, both orally and in writing; able to deal with students, staff, parents and other visitors to the school in a professional calm, polite, friendly and helpful manner.


The ability to use initiative and the ability to be a able to prioritise and meet deadlines. 

Ability to work under pressure and deal with competing demands
	Financial management and accounting in an
educational setting 


Knowledge of schools-based software.

Understanding of
promoting positive
relationships with
the wider school
community.


	•Application
 form
 • Interview

activity

	Special Conditions
	Motivated to work with children & young people.


Ability to form & monitor appropriate relationship & personal boundaries with children & young people.

Emotional resilience in working with challenging behaviours.


Appropriate attitude and use of authority to maintain discipline.
 

The postholder may be required to work outside of normal school hours on occasion, with due notice.


The postholder will be required to undertake an enhanced DBS check.


An understanding of the principles of Keeping Children Safe in Education 2025 and a commitment to ensuring the health, safety and wellbeing of all children.
	
	•Application
form
• Interview
activity
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