
Job Title: Academy Administrator
Salary / grade range Term time only £19,264 - £22,128

Location
Co-op Academy Broadhurst

Williams Road, Moston, Manchester M40 0BX

Age Range 3-11 NOR 250

Reports to School Business Manager

Purpose of role: To provide a welcoming reception to staff, pupils, parents, visitors and other
professionals both on the phone and in person.
To provide a comprehensive administrative support function to the Academy.
To be responsible for all Parent Pay and SIMS related issues; ensuring the systems are used to
their full potential, informing Academy development.
To work collaboratively with all staff and parents in order to support pupil wellbeing.

Key accountabilities (and specific duties / responsibilities):
Organisation

● To be the first point of contact for the office. To communicate efficiently and with clarity with
all staff, pupils, parents, visitors, outside agencies and the wider community, including
answering general telephone and face to face enquiries.

● To assist the School Business Manager in maintaining an efficient and responsive support
service to the Academy, ensuring expectations of high standards are met.

● To support the Headteacher in the smooth execution of the Academy wide diary of events
and organisation in order to meet deadlines.

● Responsible for the administration of orders; confirming authorisation, liaising with suppliers
and ensuring paperwork and/ or online systems are completed accurately: Receiving goods
and ensuring receipt systems are completed and goods distributed as required.

● Responsible for the ordering, administration and distribution of fruit and milk liaising with
suppliers, parents and staff.

● Responsible for the administration of attendance: updating SIMS, ensuring attendance is
marked accurately and unknown absences are followed up with parents. Liaising with the
PFSA to address attendance and punctuality and produce reports termly in accordance with
the Attendance Policy.

● Responsible for the administration of admissions: contacting new parents, ensuring
application forms are completed and relevant information obtained along with confirmation
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of identification. Support parents with the purchase of uniform/ selecting meal pattern and
setting up Parent Pay. Liaising with Manchester Council and Teaching staff.

Administration
● To maintain and update all administrative and information systems including SIMS

and Parent Pay, providing advice and guidance to staff, parents and others. To
process, update, retrieve and collate information to ensure a high level of
administrative service.

● To produce information and data as required. Including devising, maintaining and
collating reports accurately.

● To collect and distribute incoming mail and respond independently to
correspondence as required.

● To respond to all queries from a wide range of people in an efficient and courteous
manner, using initiative and creative skills to resolve issues.

SIMS & Parent Pay
● To have an overview of correct and timely input of data onto SIMS and Parent Pay

according to the requirements of the academic year.
● Responsible for maintaining and editing the requirements for templates, letters and

reports in relation to attendance and punctuality; and payments and bookings for
Breakfast Club, After School Care, trips and other Academy activities.

● Design and run reports for; class teachers, management and other colleagues.
● Responsible for the efficient import and export of children’s electronic records to and

from SIMS and Parent Pay.
● Perform end of year procedures to close down systems in an accurate and timely

manner. And set up the new academic year on each system to ensure the accurate
processing of data to successive years.

● Responsible for supporting parents in the use of Parent Pay: including help with set
up and support with bookings and payments. Dealing with queries and system
issues.

Responsibilities
● To ensure accuracy and confidentiality of all information produced.
● Use initiative and time management to organise own workload in order to meet

deadlines.
● To be aware of and comply with policies and procedures relating to child protection,

health and safety, racism, sexism, security, confidentiality and data protection,
reporting all concerns as soon as they arise.

● To be aware of and support difference and to ensure equal opportunities for all.
● To contribute to the overall ethos, work and aims of the Academy.
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● To attend and participate in relevant meetings as required.
● Help to identify own personal development needs and to participate in training and

other learning activities and performance development as required.

Personal attributes required (based on job description):

Attributes All attributes are
essential, unless
indicated below as
‘desirable’

How measured,
e.g. application
form (A),
interview (I) test
(T)

Qualifications
● Qualification in Administration desirable.
● Training in SIMS and Parent Pay desirable
● High standard of literacy and numeracy.

Experience
● Experience of working in an administrative

support environment.
● Experience of planning, managing and executing

own workload to provide effective support.
● Experience of using SIMS, Parent Pay and other

office ICT systems.

Skills, Ability, Knowledge
● Excellent personal and office organisational

skills and ability to develop and maintain
administrative systems.

● Skilled in the use of ICT with an advanced
knowledge of SIMS and Parent Pay as well
as spreadsheets, data bases and word
processing packages.

● Accuracy and precision in the preparation,
monitoring and execution of tasks and
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administrative records.

● Ability to relate well to children and adults with
good communication skills, for effective interaction
with colleagues, pupils and the wider school
community.

● A knowledge and awareness of the legislative
framework of schools and education.

● To be able to work constructively as part of a
team, understanding school roles and
responsibilities and own position within these.

● Ability to self-evaluate own learning needs and
actively seek learning opportunities with the
willingness to undertake training as required.

Personal Qualities
● Tact and diplomacy in all interactions with pupils

parents, colleagues and the wider community.
● Self-motivation and personal drive to complete

tasks to the required timescales, quality and
standards.

● The flexibility to adapt to changing workload
demands and new Academy challenges.

● Personal commitment to ensure that services are
equally accessible and appropriate to meet the
diverse needs of the whole school community.

● Personal commitment to continuous
self-development.

● Personal commitment to continuous school
improvement.

● Personal commitment to the school’s professional
standards, including dress code as appropriate.

This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim
to create a culture, environment and practices at all levels which encompass acceptance, respect and
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and
principles, and the Ways of Being Co-op.
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