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Job Description with Level Criteria Matrix 

Post Number:  E9009  Post Title: 

Administration Officer Date: SEPTEMBER 2009  

Department: 

Children’s & Young People’s Services 

Division / Branch: 

School/College 

Section: 

Support Staff 

Responsible to: 

 Varies 

 

Overall Purpose of this Post: 

To provide comprehensive administrative support for the School/College. 

Major Objectives: These will include, as appropriate, those that reflect key corporate priorities, for example, Cultural 
Diversity, Social Justice, Environmental Quality and Economic Prosperity. 

1. To ensure that allocated administrative, finance and clerical records and systems are maintained accurately 
and kept up to date. 

2. To ensure that callers and visitors to the school are dealt with in a friendly and courteous manner and that 
they or their queries are directed to the appropriate member of staff. 

3. To ensure accuracy and confidentiality in dealing with requests and maintaining records. 

4. To account for all cash, cheques and monies received or paid.  

5. To ensure that all allocated regular or scheduled administrative tasks and record updates are performed on 
time. 

6. To ensure that all forms received are complete, accurate and processed correctly. 

7. To ensure that the school’s standards of customer care are achieved. 

8. To comply with the appropriate Government, Local Authority (LA) and the Schools policies, procedures 
and systems. 

9. To follow the requisite procedures and legislation regarding confidential information, e.g. the Data 
Protection Act. 

10. To be proactive in the implementation of the School’s and LA’s Equal Opportunities policy, Health & Safety 
regulations and Environment Protection policies. 

 
     These are the highest level objectives, see “Level Criteria Matrix” for objectives at other levels. 

 
 

P.T.O. 

 
 



Administration Officer JD & Level Criteria Page 2 of 8 

Summary of job tasks: The tasks listed are, generally, only those taking at least 10% of the post holder's time. 
1. Manages allocated human, financial and material resources where applicable. 

2. Provides 1st level advice and reception service, both face to face and on the telephone, to parents, carers 
and other callers to the school. 

3. Updates and maintains the relevant filing, clerical or computerised record systems, databases, 
spreadsheets etc and assists with the inventory management and stock ordering. 

4. Provides general administrative and clerical support to other staff in the school including taking minutes 
and distributing notes for professional meetings in the school. 

5. Collects and accounts for cash or cheques received from pupils, parents and carers and banks monies if 
required. 

6. Assists in organising events, exams, etc and in accompanying groups of pupils/teachers.  

7. Keeps up to date with the relevant guides, procedures, forms, etc. used in the school.  

8. Assists with raising, checking and processing orders, deliveries, cheques, and invoices. 

9. Acts as First Aider, maintains medical inventory, records, liaises with medical staff/authorities. 
 

These are the highest level tasks, please see “Level Criteria Matrix” for tasks at other levels. 
         

 

Is this post classified as “politically restricted”, as in the Local Government and Housing Act 1989, either 

a) because of its salary level? or Yes No  

b) because the post holder is required regularly to advise the Council and its 
Committees, or communicates with the media on behalf of the Council? 

Yes No  

Is this post subject to exemption from The Rehabilitation of Offenders Act 1974? Yes  No 

  
Job Requirements: Essential (E) or Desirable (D).  E/D 

A. Training & 
Education 

A level of numeracy and literacy sufficient to carry out the duties of the post. 

See Level Criteria Matrix attached for requirements at different levels. 

E 
E 

B. Experience 
 

Experience of dealing with the public both face to face and on the telephone. 

See Level Criteria Matrix attached for requirements at different levels. 

E 
 
E 

C. Equal 
Opportunity 

Must be able to recognise discrimination in its many forms and willing to put the Council's 
Equality Policies into practice. 

Must be sensitive to the requirements of disadvantaged groups and children with special 
educational needs. 

E 
 
E 

D. Other Skills  
 

Excellent interpersonal skills and telephone manner. 

Able to organise own work and work with others to meet deadlines. 

See Level Criteria Matrix attached for requirements at different levels. 

E 
E 
E 

E. Other 
Conditions 
Including any 
hazardous or 
environmentally 
adverse conditions  

Must be prepared to work occasionally out of school hours, INSET days and some pre-
arranged days in the school holidays to support the service. 

Able and willing to attend/achieve further training/qualifications where appropriate, e.g. 1st 
Aid, ICT etc. 

Must satisfy relevant pre-employment checks. 

 

E 
 
E 
E 
 
E 
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This post will involve contact with vulnerable groups (children, young people and/or adults) 
and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an 
Enhanced Criminal Records Bureau (CRB) Disclosure check.  This exemption means that 
applicants for this post are required to declare all criminal convictions, cautions, reprimands 
and bind-overs both spent and unspent in their application, regardless of the passage of 
time. 

See Level Criteria Matrix attached for requirements at different levels. 
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Element Level 4  (ROLEID E9009a) Level 3  (ROLEID E9009b) 

People 
Management 

As lower level plus: 
Supervises and oversees other members of staff, e.g. Admin/Clerical 
Assistants, Exam Assessors, etc. 
Up to 5 council staff and up to 16 Exam Invigilators, on a seasonal basis. 

As lower level plus: 
Oversees less experienced/new staff. 
Assists in Recruitment & Selection 
 

Creativity 
required 

As lower level plus: 
Co-ordinates and organises various events, e.g. exams, special displays, 
parent's evenings, trips, room or equipment hire, etc. 
Works on a number of projects including project team e.g. when new 
software packages are introduced, introducing new procedures 
throughout the school. 
Sets up new admin procedures and systems. 
Produces complex statistics and management reports. 
 

As lower level plus: 
Processes forms and ensures that records are updated. 
Assists in organising events, e.g. assessments, trips, parent evenings, visits, room or equipment 
hire, etc. 
Produces straightforward statistics and management reports. 
Assists in producing educational/promotional materials, displays etc. 
Processes all orders, invoices and receipts for the school.   
Prepares financial reports/day-to-day financial management. 
Arranges supply cover as required 
Produces bulletins for circulation to all staff. 

Contacts 

As lower level plus: 
Represents the school when speaking to national exam boards, etc. 
Contacts Social workers, Community, Police, etc to seek 
advice/assistance. 
Contacts Community Settings to promote the School/College. 
Instructs, trains and supervises others in admin/clerical duties. 

As lower level plus: 
Contacts other schools staff, arranging transfers, passing on information e.g. behavioural 
issues, making phone calls on behalf of other staff. 
Contacts other Departments eg: Social Care and Health with details on family issues. 
Liaises with LA teams for support, when they visit, for advice, etc. 
Contacts suppliers eg: ESPO when ordering supplies and consumables, companies to 
undertake work on the school. 
Provides advice and assistance to new/less experienced staff. 
Arranges the collection of monies. 
Liaises with Management to ensure that office practices and procedures are in place. 
Helps with running of before/after school clubs 
Attends meetings to minute take and to discuss any pupil issues 

Decision 
making 

As lower level plus: 
Improves existing administrative procedures and introduces new 
administrative systems. 
Accounts for and processes basic financial payments, receipts, orders, 
invoices etc. 
Processes complex forms and records e.g. assessments, finance, budgets, 
orders, invoices etc. 
Decides which agency to use to supply suitable teachers, invigilators, 
based on needs at the time. 

As lower level plus: 
Records absences, processes forms and ensures records are updated. 
Accounts for and records monies, cash, cheques etc received. 
Maintains stocks of office supplies. 
Identifies staff who trigger an Absence Management Meeting 
Issues cheques relating to the invoices. 
Submits number of dinners required to kitchen each day. 
Organises all school milk. 



Level Criteria Matrix                                                                            E9009 Administration Officer JD & Level Criteria 

Administration Officer JD & Level Criteria Page 5 of 8 

Element Level 4  (ROLEID E9009a) Level 3  (ROLEID E9009b) 

Objectives 

As lower level plus: 
To provide instruction, training and supervision to others in 
admin/clerical duties. 
To improve existing and where appropriate introduce new admin 
systems. 
To ensure that students are entered for the appropriate exams, correct 
exam papers are in place, and staff are aware of exam timetable. 
 

As lower level plus: 
To ensure that records are updated. 
To account for and record monies, cash, cheques received etc. 
To ensure that all equipment and staff are insured 
                                     

Resources 
used or 
managed 

As lower level plus: 
Weekly banking for the school, up to £500. 
Orders resources utilised at the school eg: whiteboards, pens, uniforms 
etc.  Responsible for keeping an up to date inventory of school resources. 
Orders, allocates and secures confidential storage of exam papers. 

As lower level plus: 
Handles cash/cheques on a seasonal basis eg: exam money, Christmas dinner money etc. This 
can be £20 to £25 in an individual transaction. 
Gives out petty cash and obtain receipts and balances the stamp book on a monthly basis. 
Records staff absences and update data. 
Uploads and downloads onto School website. 
Sends electronic returns to LEA. 
Arranges for copier to be updated and the maintenance of it 

Interruptions, 
conflicts & 
frequency 

As lower level plus: 
Unexpected and urgent demands e.g. exam board queries, classes without 
teaching staff, invigilators problems with exams. 

As lower level plus: 
Interruptions from new/less experienced staff and supply staff. 
Reprioritises work in order to meet deadlines, urgent situations e.g. ringing parents to advise 
school needs to close, finding cover for sick teachers etc. 

Physical effort 
& IT use.  

As lower level. 
 

As lower level plus: 
Less likely to be involved in moving furniture, boxing exam papers etc. 
Basic administration of school systems. 
Inputs income, salary awards, scales/staff contracts, assessment data etc. 

Working 
conditions 

As lower level plus: 
Occasionally off site to bank cash/cheques. 

As lower level. 

Risks 
encountered  

As lower level plus: 
Occasionally taking cash/cheques to the bank. 

As lower level. 
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Element Level 4  (ROLEID E9009a) Level 3  (ROLEID E9009b) 

Knowledge 
and Skill 
levels 

As lower level plus: 
Further qualifications e.g. Administration, Finance or ICT. 
Experience of using Education software e.g. SIMS, PLASC, etc. 
Knowledge of utilising office ICT applications sufficient to build new 
templates, spreadsheets etc. 
Knowledge of basic finance processes e.g. orders, invoices, cash etc. 
Knowledge of extracting and analysing data from a mixture of manual and 
computer sources. 

As lower level plus: 
Administrative /Business qualification or equivalent experience and knowledge. 
Experience of working in an educational setting in an administrative capacity. 
Knowledge of and proficiency in, word processing and spreadsheet and/or database updating. 
Knowledge of school/college administrative policies and procedures. 
Awareness of the requirements of Special Needs pupils. 

 

Element Level 2  (ROLEID E9009c) Level 1  (ROLEID E9009d) 

People 
Management 

Administers recruitment and selection procedures. No responsibility for other members of staff. 

Creativity 
required 

As lower level plus: 
Provides assistance to visitors and callers regarding procedures, forms 
etc. 
Compiles basic written communications, reports, letters. 
Arranges transport for school activities/visits 
Produces Free School meal passes for students. 

Follows basic instructions. 
Updates and monitors pupil displays around the school. 
 

Contacts 

As lower level plus: 
Provides appropriate advice to visitors and callers on known school 
policy or procedures, assisting with forms etc. 
Carries out security checks on all school visitors and issuing badges  
Informs parents/carers/professionals/services of meetings/events 
Liaises with Central Payroll regarding staff salary queries. 
Liaises with support services (school nurse, dentist, therapist etc) to 
arrange appointments 

Answers telephone and face to face enquiries when covering reception. 
Provides basic information about the school. 
Takes messages or re-directs to the appropriate person. 
Provides admin support for teachers. 
Deals with pupils who are sick until they are collected by parents/carers. 

Decision 
making 

As lower level plus: 
Organises own work and works with others to meet deadlines. 
 

Gives basic advice and decides most appropriate person to refer enquiries/queries to. 
Disposes of unclaimed lost property on a regular basis. 
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Element Level 2  (ROLEID E9009c) Level 1  (ROLEID E9009d) 

Objectives 

As lower level plus: 
To assist/advise callers & visitors regarding school procedures and forms etc. 
To compile basic written communications, reports, letters, etc. 
To help students with their needs, listening to concerns, being helpful and 
approachable. 

To answer enquiries from callers and visitors and to signpost. 
To provide basic admin' support eg: filing, photocopying, word 
processing, dealing with the post etc. 
To ensure that any named lost property is returned to the owner. 

Resources 
used or 
managed 

As lower level plus: 
Checks deliveries and orders, and reporting any missing items. 
Manages stationary and supplies. 
Records detentions, lateness of students and after school activities 
Records income from staff, students and visitors in relation to the school meals 
payments, swimming money, school census, pupil achievement etc. 
Processes CRB checks, personnel records  
Maintains registers. 
Maintains test timetables including orders all test papers and assessment routines 
Compiles and maintain class lists, registers/records 

General office equipment eg: filing systems, photocopiers, fax machines 
etc. 
Establishes, maintains and develops appropriate resources for the 
Displays 
Keeps a log of valuable items reported lost. 
Monitors and tidying general areas in the school 
Provides refreshments for group meetings 

Interruptions, 
conflicts & 
frequency 

As lower level plus: 
Regular interruptions in the form of school visits, showing visitors around, helping 
parents with concerns, injured children/sickness. 

Regular interruptions from telephone/reception enquiries. 
Callers/visitors can be verbally abusive. 

Physical effort 
& IT use.  

As lower level plus: 
Uses PC office applications and updates files, databases etc. 
 

Moving furniture (daily), lifting/opening boxes and deliveries (twice 
weekly), carrying exam papers, parcelling them and taking them to the 
Post Office (seasonal). 
Daily use of IT equipment; MS Office, E-Mail etc. 

Working 
conditions 

As lower level plus: 
Occasionally off premises to buy supplies from local shops, deliver resources. 

Based in a school office. 

Risks 
encountered  

As lower level Verbal abuse from parents/carers, other callers/visitors. Dealing with 
children who become unwell, having to administer first aid. 
Exposure to childhood illnesses. 
Exposure to students with behavioural problems. 
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Element Level 2  (ROLEID E9009c) Level 1  (ROLEID E9009d) 

Knowledge 
and Skill 
levels 

As lower level plus: 
Experience of working in an office. 
Qualification in, or good standard of written, English or equivalent knowledge and /or 
experience. 
Knowledge of basic filing, photocopying, post etc. 
Knowledge of using word processing and preferably spreadsheet PC software. 

Basic literacy and numeracy. 
Experience of applying basic literacy and numeracy skills, e.g. following 
written instructions, writing accurate notes, checking totals etc. 

 


