
West Sussex County Council 

Thomas A’ Becket Infant School 
Pelham Road, Worthing, West Sussex, BN13 1JB 

 

21/04/2020 

 

JOB DESCRIPTION – ADMINISTRATION / PUPIL WELLBEING OFFICER (Apr 20) 

 
Core purpose: 
 

To provide first class administrative support across the school, including school 
admissions, pupil attendance, First Aid provision 
To be a first point of contact for parents and visitors, to deal with general enquiries and 
present a positive first impression of the school that is in line with its core purpose and 
values. 
To answer telephone calls to the school in an effective, courteous and welcoming manner 
ensuring the accurate transfer of messages to relevant personnel. 
To administer the provision of First Aid across the school and provide welfare support to 
pupils, including administering first aid and comforting distressed children on a daily basis 
To maintain confidentiality, in particular in dealings with parents and outside agencies  
 

Reporting to: School Business Manager 

Hours: 31.25 hours per week, term time only (8.30am – 3.15pm, Mondays to Fridays), including 
half hour each day for lunch, the timing of which to be agreed with the School Business 
Manager. 
 

Grade: 4 

Grievance officer: Headteacher 

 
Key Tasks and Responsibilities: 

 To be a first point of contact for parents and visitors: - 
 To man the front office / Reception window and be the welcoming face of the school – dealing with 

parents, pupils, staff and visitors in a calm and polite professional manner. 
 To act as a point of liaison for all visitors to the school, e.g. governors, visitors from outside agencies / 

professions etc. 
 To develop and maintain constructive and positive working relationships with staff, parents, carers and 

professionals. 
 To receive and prioritise incoming telephone calls and deal with them appropriately, taking and passing 

on messages as required. To similarly handle other enquiries from parents, pupils, staff, outside agencies 
and the general public by telephone, letter and in person. 

 To ensure school safety and security is maintained including signing in books for visitors, and to issue 
security badges to all visitors. 

 To ensure the front office and entrance lobby are tidy and well organised. 
 To contact parents of children who are not collected on time at the end of the school day, and to 

supervise the children pending their collection. 
 

Other Tasks and Responsibilities  

 To provide a high standard of administrative support across the school.  This will include (but not be limited to) 
drafting of correspondence for Leadership team, distribution of correspondence and reports (including to 
absent parents), some maintenance of pupil records on SIMS.net, administration of holiday forms and to 
maintain a filing system of correspondence, having due regard for confidentiality at all times. 

 To provide welfare support to children, including daily administering of first aid and prescribed medication, 
comforting distressed children, assisting with children’s personal hygiene needs as required, liaising with 
parents and teachers for sick children to be collected from school, and ordering first aid equipment / supplies 
as required.  

 From time to time, there may be a requirement to attend training for specific medical conditions and also 
accompany children to hospital in the event of an emergency. 

 To produce school publications as required, ensuring information is current and produced to a high standard. 
Specifically, to produce a fortnightly newsletter as directed by the Headteacher, updating the School website 
as required. 

 To support the organisation of some extended school activities, including initial letters to parents, allocating 
places and collecting fees, maintaining club registers and notifying parents in the event of cancellations. 



 In respect of school events, to liaise with relevant members of staff regarding the production of letters and 
permission slips and to ensure that copies of relevant documentation are held on file and contacting parents in 
the event of cancellation. 

 To administer applications from parents eligible for free school meals and provide support to those parents 
who require assistance with completing the application forms.  To liaise with WSCC officials to ensure that 
school records of eligible Free School Meal pupils are accurate and kept up to date. 

 To ensure that various annual returns are completed by all staff / Governors / volunteers etc., and updated 
annually. 

 To provide support to (and provide cover for) colleagues administering school admissions and leavers. 

 To provide support to (and provide cover for) colleagues administering pupil attendance recording and 
reporting.  This will include recording late arrival of pupils and pupils leaving/returning to the school site during 
the day and to provide relevant information as required by the Headteacher, and production of weekly 
registers for each class using SIMS. 

 To provide support to (and provide cover for) colleagues administering the ordering of hot school meal 
arrangements, ensuring that wastage levels are kept to a minimum. 

 To provide support to (and provide cover for) colleagues responsible for booking / organisation of school 
photographs, collection of money and distribution of photographs. 

 To be aware of and act according to policies and procedures relating to child protection, pupil behaviour, 
health, safety and security, confidentiality and data protection and report all concerns to the appropriate 
member of staff. 

 The use of Schools Comms / School website whenever possible for communications with parents. 

 To discharge specific responsibilities in the event of the fire alarm being raised, e.g. taking out the fire marshal 
bag and staff signing in sheet (see latest Fire Evacuation Plan for details). 

 To liaise closely with colleagues in respect of workload and assist as necessary to support the wider team. 

 To undertake any duties which may be reasonably allocated by the Senior Leadership team appropriate to the 
role to ensure the smooth running of the school. 

 

1. The above responsibilities are subject to the general duties and responsibilities contained in the statement of Conditions of  

Employment. 

2. This job description is not necessarily a comprehensive definition of the post.  It will be reviewed as necessary as part of 
the appraisal process and it may be subject to modification or amendment at any time after consultation with the holder of 

the post. 

3. Because of the nature of this job, if you are successful in your application you will be subject to a criminal record check 
from the Criminal Records Bureau before the appointment can be confirmed.  This will be done by means of applying for an 

“Enhanced Disclosure”. Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent 
or unspent. 

4. You will also need to hold a current First Aid at Work qualification (3 day course), before the appointment can be confirmed. 

If this is not already held, this training will be made available ahead of the start date, however the date and venue may be 
pre-determined by availability rather than personal choice. 

5. Every member of staff has a responsibility to safeguard and promote the welfare of children.  
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PERSON SPECIFICATION – ADMINISTRATION / PUPIL WELLBEING OFFICER 

 

Attributes Essential Desirable How identified 

Qualifications and 
Experience 

Good standard of education 
– attainment of GCSE or 
equivalent to include English 
and Maths Grade C or above 

Excellent literacy skills, i.e. 
grammar, punctuation, 
spelling 

Excellent IT skills including 
Microsoft Office software– 
Word (mail merge), 
PowerPoint, Excel, Outlook 
Express and use of the 
Internet 

Excellent communication 
skills, both oral and written, 
and telephone manner 

Experience of undertaking a 
range of clerical and 
administrative duties 

3 Day First Aid at Work 
qualification (required before 
the appointment can be 
confirmed - training will be 
provided if necessary). 

Experience of SIMS.net 

Experience of working in a 
school office environment 

Experience of organising 
meetings,  

Excellent literacy skills, i.e. 
grammar, punctuation, 
spelling 

Accurate, fast typing and 
keyboard skills  

Knowledge of educational 
legislation, guidance and 
legal requirements 

 

Application form/interview 

Interview task 

Certificate check 

 

References 

Skills and Abilities Able to work independently 
and on own initiative, with an 
ability to remain calm in a 
highly pressurised 
environment.  

Ability to communicate with a 
range of audiences, including 
staff, governors, pupils and 
parents 

Ability to prioritise and 
manage own workload to 
meet deadlines whilst  
ensuring that lower priority 
work is kept up to date 

Understanding of and 
experience of maintaining 
confidentiality 

 

 Application form 

Interview task 

References 



Personal Qualities Integrity, Impartiality and 
Confidentiality 

Excellent people skills, 
demonstrating patience, tact 
and sensitivity. Sympathetic 
to the needs of others, but 
pleasantly persistent when 
necessary. 

Friendly, open and positive 
disposition with a ‘can do’ 
approach. 

Positive attitude to participate 
in further training and 
development opportunities 
offered by the school and 
county, to further knowledge 

Willingness to learn and ask 
for advice 

Ability to work well in a team 
with a flexible and co-
operative approach 

An enjoyment of working with 
young people 

Hard-working and 
conscientious and punctual.  
Flexible approach to working 
hours. 

Able to demonstrate a 
commitment to equal 
opportunities 

Interview and references 

Safeguarding In addition to candidates’ 
ability to perform the duties 
of the post, the interview will 
also explore issues relating 
to safeguarding and 
promoting the welfare of 
children including: - 

 Motivation to work with 
children and young people 

 Ability to form and maintain 
appropriate relationships 
and personal boundaries 
with children and young 
people 

 Interview 

References 

 


