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Administrative Officer – Student Services

Required As Soon As Possible

To work full time (36.25 hours per week), full year  

Monday – Friday, 8:00am-4:00pm (including a 45 minute unpaid lunch break)

 Band 3:  £25,989 to £28,142 (SCP 6 to 11)

We are looking to appoint an admin officer, to work as part of our Student Services team to support the management of attendance and student well-being, to ensure the best possible outcomes for our students.   

In this role you will support a range of admin functions including attendance, signing in late students, reception cover etc.  Duties will include inputting student data onto the Bromcom system and being a point of contact for students on a range of matters.  Accuracy and attention to detail is essential in all areas of work.        

The successful candidate will have excellent communication skills, be able to work as part of a team or independently using own initiative and be able to handle situations sensitively and compassionately.

Candidates must be available to work Monday to Friday, 8.00 am to 4.00 pm (hours include a 45 mins unpaid lunch break)

To Apply:
The job description and application form are available on the school’s website:  http://www.bthcc.org.uk/job-vacancies/ 
Completed application forms should be returned via e-mail to: recruitment@bthcc.org
All applications should be made using the CES application form

For informal enquiries about the post, please contact Catherine McGlone, HR Manager recruitment@bthcc.org
Closing date for applications:
9:00am on Monday 10th November 2025
 
Our school is committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment.  In line with Keeping Children Safe in Education (KCSIE) on line/social media checks may be undertaken for shortlisted applicants.  An enhanced Disclosure and Barring Service (DBS) disclosure will be sought, along with other relevant pre-employment clearances, for the successful applicant.
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Job Description

Job Title:

Admin Officer - Student Services
Hours:


36.25 per week (8.00 am to 4.00 pm) - Full year 

Responsible to: 
HR Manager
Salary:                          
Band 3 (SCP 6 to 11)
Main Purpose of the Job:
· To work as part of the Admin Team to provide an efficient, high quality and responsive administrative support service to the school

· Provide administrative support in the management of attendance, first aid, reception etc.

· To work collaboratively with all staff and parents in order to support student well-being and the quality of education at our school
Main duties will be to: 
· Be a point of contact for all students on a range of matters, identifying and resolving issues or concerns
· Support teachers, members of the Senior Leadership Team (SLT) and Pastoral Team with any student incidents

· Support the Attendance Officer, and to be responsible for signing in late students and ensuring their attendance records are up to date in line with school safeguarding protocols
· Provide a range of administrative functions to SLT and to the wider school i.e. generate Bromcom reports - (behaviour/attendance) and provide admin support for meetings, i.e. Exclusions
· Update and maintain Bromcom database with student information as and when requested

· Ensure all student data is up to date and accurately recorded on Bromcom i.e. Pupil Premium, ethnicity codes, SEN Status, UPNs and FSM.

· Care for students who are unwell, in line with school procedures i.e. provide first aid, contact parents as necessary 
· Ensure that communication within school is robust and timely, sharing information as appropriate with the correct school staff 
· Provide school communications to parents when required (i.e. via Parent mail) in a timely manner i.e. first aid issues, transport queries, detentions etc
· Provide admin support for school events, i.e. trips, Parents Evenings, Immunisations etc. 
· Work flexibly to provide cover for and/or work in collaboration with colleagues in the admin team, i.e. support with attendance or first aid or reception desk duties, as appropriate

· Contribute to the planning, development and efficiency of the support service systems and procedures

· Assist the HR Manager in promoting a team approach and a professional ethos

Additional:
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· Maintain confidentiality of information acquired in the course of undertaking duties for the school

· Be responsible for your own continuing self-development, undertaking training as appropriate

· Contribute to the overall ethos/work/aims of the school

· Undertake any other reasonable duties, as directed by the Headteacher 
· This job description will be reviewed annually and may be subject to amendment at any time after consultation with the post holder.  It is not a comprehensive statement of tasks but sets out the main expectations of the school in relation to the post holder’s duties and responsibilities

Person Specification
Admin Officer - Pupil Services

	Education/Qualifications/Training
· GCSE C + qualifications/equivalent in Maths and English
· First Aid qualification or willingness to undertake training

· Relevant admin qualification or evidence of formal training
	Essential

E
E


	Desirable

D



	Knowledge/Understanding/Experience

· Experience of working in an administrative role 

· Understanding of General Data Protection Regs. (GDPR) and its implications 
· Knowledge and understanding of safeguarding procedures in a school

· Working knowledge of Word and Excel to include the creation of spreadsheets  
· Experience of Bromcom or similar data management system
· Experience of working with young people

	E
E

E

E
	D
D



	Personal skills and abilities
· Accuracy and attention to detail in all areas of work

· Highly organised and able to prioritise work to meet deadlines  

· Excellent interpersonal and communication skills – al all levels

· Able to use own initiative and work within school protocols/ procedures

· Ability to work constructively as part of a team, understanding school roles and responsibilities

· Able to develop respectful and professional relationships with students, parents/carers and colleagues
· Able to work flexibly and collaboratively to meet school needs 
· Able to handle difficult and complex situations sensitively and compassionately
· Calm under pressure, resilient, reliable and committed to inclusive education
· Reflective practice
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