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Job Title:  Office Administrator
Hours:  Part time / full time – flexible for the right candidate
Grade: H3-4 (dependent on experience)
Responsible to: Headteacher
Main purpose
The Office Administrator plays a crucial role in supporting the smooth and efficient operation of Studlands Rise, a small (1FE) first school in the heart of the Royston, Hertfordshire community. As a primary point of contact for parents, staff, and visitors, the Office Administrator is responsible for maintaining effective communication, carrying out administrative tasks, and contributing to the school's welcoming and inclusive environment.
Aligned with the school's vision and values, the Office Administrator's main purpose is to provide high-quality administrative and organisational support, ensuring the school runs seamlessly and enabling teachers to focus on delivering excellent teaching and learning. The role is pivotal in fostering strong relationships with the school community and upholding the school's commitment to supporting all pupils, including those from disadvantaged backgrounds, minority ethnic groups, and with special educational needs and disabilities (SEND).
Key Responsibilities and Duties
Communication and Liaison
· Serve as the first point of contact for parents, staff, and visitors, providing a warm and professional welcome
· Liaise with parents and staff, responding to inquiries and addressing concerns in a timely and effective manner
· Manage the school's telephone system, including answering calls, taking messages, and directing callers to the appropriate personnel
· Coordinate and distribute the school newsletter, ensuring effective communication with the school community
Administrative Support
· Maintain accurate pupil records, including attendance, medical information, and contact details
· Assist with the administration of the school's IT systems, such as ParentPay, and ensure their effective use
· Monitor and respond to emails, ensuring timely and appropriate communication
· Support the organisation of school events and activities, including managing bookings and RSVPs
· Undertake first aid duties, administering medication and providing support to pupils as needed
· [bookmark: _GoBack]Process invoices for authorisation and payment by the Headteacher.
General Responsibilities
· Contribute to the creation and maintenance of a safe, welcoming, and inclusive environment for all pupils, staff, and visitors
· Adhere to the school's policies and procedures, including those related to safeguarding and data protection
· Participate in relevant training and professional development opportunities to enhance skills and knowledge
· Undertake any other reasonable duties as directed by the Headteacher or Office Manager
Skills and Competencies
· Excellent communication and interpersonal skills, with the ability to engage effectively with a diverse range of stakeholders
· Strong organisational and time-management skills, with the capacity to prioritise tasks and work under pressure
· Proficient in the use of IT systems, including Microsoft Office suite and school-specific software
· Ability to maintain confidentiality and handle sensitive information with discretion
· Adaptable and flexible, with a willingness to take on a variety of tasks as required
· Commitment to providing high-quality customer service and supporting the school's inclusive ethos
· First aid trained or willingness to undertake relevant training
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