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Meadow Lane
Walton
Nr Street
Somerset
BA16 9LA

Tel:	01458  443675
Email:	Office@waltonprimary.co.uk

Headteacher: Mrs H Padfield
	

Job Description for School Administrator

Salary and Grade: Grade 14 (4-6 dependent on experience) pro rata

Permanent contract starting week beginning Monday 5th January 2026

Hours: 1 day - Friday - (8.30am- 3.30pm)

Line Manager/s: The Headteacher / Governing Body

The Key Task: The task of the school administrator is to ensure the efficient and well organised running of the school office through the main duties listed below;
Main Duties
· To receive all visitors, administer signing in and issue visitor badges.

· Answer all enquiries in the first instance, making appointments when necessary.

· Answer all incoming calls, school emails, check answer machine regularly and distribute messages.

· Log all children’s absences and complete relevant documentation on SIMS.

· Contact parents when required e.g. sick children, querying absences.

· Update and amend children’s information in SIMs.net (School Information Data Base).

· Word Processing-Non confidential documents e.g. Letters, School Policies, Lists, timetables, worksheets for teachers etc.

· Confidential typing and printing as required.

· Photocopying all relevant documents and letters.

· Administer the booking, confirmation and records for hot meals, fruit and milk deliveries.

· Keep and maintain the Asset Register.

· Print registers for Puffins after school club.

· Any other duties required for the smooth running of the school.
Note
This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.

Walton CEVC Primary School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. An enhanced DBS disclosure and pre-employment checks will be required for the above post.

Please email or call the school to request an application form on (01458) 443675 or office@waltonprimary.co.uk. Please provide a covering letter with your application form outlining your skills, previous experience and what you can offer our school. Completed application forms should be returned to the school via email or post.
The closing date will be Friday 28th November.  Shortlisted candidates will be contacted for an interview.  Interviews will be scheduled the week of December 8th.  
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