
Job Description 
Senior School Administrator (Level 4)  

 

 

 

Main purposes of the job 

• Lead and manage the day-to-day operations of the school office, ensuring systems are efficient, 
compliant, and highly organised. 

• Oversee administrative processes, documentation, record-keeping, and workflows aligned with 
school priorities.  

• Develop, review, and improve office systems to ensure accuracy, consistency, confidentiality, and 
effectiveness.  

• Act as a senior point of contact for complex queries from staff, parents, carers, external agencies, 
and visitors.  

• To be responsible for promoting and safeguarding the welfare of children and young people within 
the school. 

Main responsibilities and tasks 

Organisation 

1. Assisting with planning, development, design, organisation and monitoring of support 
systems/procedures/policies.  

2. Support strategic planning cycles, inspections, audits, and whole-school initiatives. 
3. Manage sensitive and confidential information with discretion, professionalism, and sound 

judgement. 
4. Act as liaison between managers, teaching staff and support staff.  
5. Work closely with SLT to communicate key messages clearly and effectively to parents, carers, 

staff, governors, and the wider community.  
6. Undertake recruitment, induction training and mentoring for schools staff as identified by head 

teacher.  

Administration 

7. Monitor the correct use of the school’s records and information systems, including the effective 
use of Management Information Systems e.g. BROMCOM or SIMS.  

8. Lead on the monitoring, tracking and promotion of high levels of pupil attendance, ensuring a 
culture of high expectations for all pupils.  

9. Ensure accurate daily registration processes are in place and that absence is followed up promptly 
as part of effective safeguarding practice.  

10. Undertake first-day calling procedures and proactive follow-up of absence, maintaining regular 
communication with parents/carers to support good attendance.  

11. Prepare and issue attendance-related correspondence, including letters regarding attendance 
concerns, persistent absence and punctuality, ensuring clarity and consistency.  

Job title: Senior School Administrator  Ealing GLPC Grade: Scale 7 
 (Level 4)    
School:   Post No:  
Line manager: Head Teacher, Senior Teacher, SBM 
Supervisory 
responsibility: 

None directly 

Hours: 15 hours (8:15am – 4:15pm) Thursday + Friday only 
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12. Arrange and coordinate attendance meetings with parents/carers, supporting early intervention 
and working collaboratively to identify and remove barriers to attendance.  

13. Maintain accurate and comprehensive records of attendance concerns, communication and 
agreed actions in line with safeguarding and statutory expectations.  

14. Provide analysis and evaluation of attendance data, identifying patterns, trends and groups at risk 
of persistent absence, and produce reports for senior leaders, governors and external agencies (as 
required).  

15. Support the school’s attendance strategy, contributing to targeted interventions that promote 
inclusion and improve outcomes for vulnerable pupils.  

16. Produce and respond to complex correspondence from parents and senior staff.  
17. Manage complex administrative procedures (as required).  
18. Be responsible for completion and submission of complex forms, returns etc including those to 

outside agencies e.g. DFE/ EFA/ Ealing LA etc. 

Resources 

19. Be involved in the recruitment of administrative support staff in managing associated employment 
procedures (as required).  

20. Provide advice and guidance to staff and others on complex issues. Undertake research and obtain 
information to inform decisions and supporting submission of high-quality bids and grant 
applications to external funders, trusts, and organisations.  

21. Assist in procurement and securing sponsorship/funding.  
22. Manage service contracts, school licences and insurances (as requested).  
23. Assist in marketing and promoting the school by supporting pupil recruitment, reputation 

management, and community engagement through targeted and inclusive communications. 
 

Responsibilities 
24. Comply with and assist in the development of policies and procedures relating to attendance, 

attendance procedures, child protection, security, reporting all concerns to an appropriate person.  
25. Establish constructive relationships and communicate with other agencies/professionals.  
26. Actively support and promote the safeguarding and welfare of children and young people at all 

times.  
27. Work in accordance with all school policies and statutory guidance, including safeguarding, GDPR, 

health and safety, and equalities.  
28. Undertake safeguarding training and updates as required. 
29. Demonstrate a team-first approach and contribute positively to the wider life of the school.  
30. Undertake similar clerical duties commensurate with the level of the post as required by the 

Headteacher 

 

Signatures – line manager and job holder 

Signature of Manager:  Date:  /  /  

 
Signature of post holder: 

  
Date:  /  /  

 

 
 


