
School Administration Assistant - Job Description

Job Title: School Administration Assistant
Appointed by: School Leadership Team
Reports to: School Business Manager
Position: Part Time position 18-22.5 hours per week, some flexibility, but

to include 8-3:30pm Fridays. Term Time only with some extra
hours required during holidays (minimum: first and last week of
summer break).

Location: Cambridge Steiner School, Hinton Road, Fulbourn. CB21 5DZ
Salary: £8.91/hour
Type of Contract: Fixed Term until Dec 2021 (with scope for extension)
Deadline for applications: Open until filled

This school is committed to safeguarding and promoting the welfare of children and young people and
expects all staff to share this commitment

Main Features of the Position

The School Administration Assistant is a key supportive role in the school.  As a member of the support
team you will be working across departments to provide support to ensure the smooth running and
administration of the school.  At times this will involve supporting the reception area and being the first
point of call for visitors to the school, parents, staff and children.  The post holder should be welcoming,
personable and helpful and able to represent the School in a professional and friendly manner.   In
addition, it is essential that the person for this role is organised, able to multitask, work flexibly and have
a ‘can do’ approach to work, as no two days are the same. You will be required to assist the School
Leadership Team with various administrative tasks, requiring a good level of IT skills.

Key responsibilities and tasks

Administration
● Carry out general administrative tasks within the school office such as photocopying, filing and

handling routine correspondence.
● Enter data and forms into the school’s management information system and paper records.
● Maintain pupil records.
● Communicating with parents regarding all aspects of school life as required.  Receiving and

passing on information,  between parents and  teachers, including phoning parents to ascertain
reasons for pupils’ absence. Ensuring all communication complies with GDPR.

● Prepare for meetings, including typing and printing papers etc.
● Maintain the attendance records, inputting data onto the school management system as

required and making calls to ascertain information and inform parents.
● Order school supplies and resources as directed.
● Assisting with all admissions related tasks, including preparations for and assistance at Open

Mornings, taking calls and recording details of enquiries from prospective new families.
● Assisting in the production of regular parent/community communication and other school

notices, posters and school publications.

Page 1



● Assisting with various administrative tasks and duties, utilitising word, excel, outlook email and
the school database updated. (training will be provided).

Reception Support
● Undertake reception duties, answering telephone calls, face-to-face enquiries and signing in

visitors.
● Ensuring the safety and security of the school at all times, making sure that the front door is

locked and entry to the premises controlled.  Ensuring that all visitors sign in and take an
appropriate visitor badge.

● Provide accurate and informed information for families on school events and other relevant
topics, both on the phone and in person.

● Ensuring that the reception area is kept smart and tidy and that noticeboards are kept
up-to-date.

● Receive, sort and distribute all packages, deliveries and mail.

General
● Assist with pupil first aid and welfare, looking after sick pupils, liaising with parents, staff etc.
● Assist with arrangements for school trips events etc.
● To act as one of the fire marshalls. Training will be given.
● Other duties commensurate with the post.

This job description is not an exhaustive list of duties and the post holder will be required to undertake
any other reasonable duties as discussed and directed by the Line Manager.

Person Specification
This section details the knowledge, skills and experience required for the role.

Essential Desirable
Knowledge
Knowledge and awareness of current customer
service principles and practice.

Awareness of and enthusiasm for Steiner /
Waldorf education.

An understanding of school roles and
responsibilities and the post holder’s position
within these.
Qualifications and Skills
A good level of computer skills.  Familiarity with
Microsoft applications, including: word, excel,
Outlook and also internet skills.

Knowledge and skills in school Management
Information Systems e.g. Engage software.

Good level of literacy and numeracy skills. Knowledge of relevant policies and codes of
practice.

Excellent organisational skills and ability to
prioritise workload.
Excellent interpersonal and communication skills,
in person, telephone and written.
Ability to work independently and as part of a
team.
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Excellent customer service skills, with the ability to
use discretion, patience, tact and respect for
confidentiality.
Ability to work under pressure and meet tight
deadlines.
Experience
Office administration work. Of working on a busy reception.

Of multitasking and working flexibly. Experience of administrative work within a
school setting.

Of team working.
Experience of working with people. Experience of working with children.
Demonstrable experience of working with systems
and procedures.
Attributes
A love of working with people and children.
Willingness to develop self and skills.
Willingness to work collaboratively and as part of a
team.
Ability to use initiative and be self motivating.

Essential Information

Cambridge Steiner School is committed to Safeguarding and welfare of all children.
All employees will be vetted for suitability to work with children and young people, and all appointments
will be subject to the following:

● Satisfactory DBS check
● Satisfactory references
● Proof of eligibility to work in the UK

Application forms can be obtained on the school website or from the school office at

reception@cambridge-steiner-school.co.uk or by telephoning 01223 882727. Completed applications

should be returned to Tara Livermore, School Business Manager: admin@cambridge-steiner-school.co.uk
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