Hopwood Hall School
School Administrator Job description
Hopwood Hall School is committed to safeguarding and promoting the welfare of children and young people. Appointment is subject to enhanced DBS clearance and appropriate safeguarding checks.
	Post Title 
	Part Time School Administrator

	Reporting to
	Head Teacher

	Liaising with
	Senior Leadership, Compliance Manager, Parents/ Carers, Teaching and Associate Staff

	The Role
The Office Administrator plays a key role in supporting the safe, compliant and effective operation of the School. The post holder provides high‑quality administrative support while contributing to a strong culture of safeguarding, confidentiality and regulatory compliance in line with ISI inspection standards, including the Independent School Standards (ISSRs).


	Areas of Responsibility and Key Tasks:

	1. Administration & School Operations
· Provide comprehensive administrative support to the Head Teacher, Deputy Head of School and teaching staff to ensure the smooth daily operation of the School.
· Maintain accurate and up‑to‑date records across all internal systems, ensuring information is complete, secure and readily accessible when required for inspection or audit.
· Answer telephone calls and respond to enquiries in a professional, courteous and confidential manner, signposting concerns appropriately.
· Undertake general administrative duties including photocopying, printing, scanning, filing and document preparation, ensuring secure handling of documents at all times.
· Maintain a clean, orderly and efficient office environment that supports safeguarding and professionalism.


	2. Communication with Parents & Stakeholders
· Maintain accurate parental and emergency contact details, ensuring changes are recorded promptly and reliably.
· Support the Head Teacher and Deputy Head of School in issuing timely communications to parents regarding school events, trips, reminders and operational updates.
· Produce, update and distribute the termly school newsletter, ensuring content is appropriate, accurate and GDPR‑compliant, including the use of pupil photographs.
· Assist with the distribution of policies, notices and statutory information to parents in line with school procedures and regulatory requirements.

	3. Safeguarding & Visitor Management 
· Actively support the School’s safeguarding culture by following all safeguarding policies and procedures at all times.
· Manage the visitor sign‑in process, ensuring safeguarding and health and safety procedures are strictly adhered to, including ID checks, visitor passes and the issuing of safeguarding information.
· Ensure visitor records are accurately completed and securely stored in line with ISI expectations.
· Maintain confidentiality and professional discretion, particularly when handling safeguarding, child protection, medical or personnel-related information.
· Promptly report any safeguarding concerns in line with School policy to the Designated Safeguarding Lead (DSL) or Deputy DSL.

	4. Compliance, Policies & Records
· Support the Compliance Manager with updating, formatting and publishing school policies, ensuring current versions are stored securely and accessible to staff.
· Assist in maintaining clear audit trails for inspections, including documentation relating to safeguarding, health and safety, medical records and risk assessments.
· Support emergency procedures (e.g. fire drills) by preparing documentation, recording outcomes and ensuring records are inspection‑ready.
· Support the Compliance Manager by checking and replenishing First Aid kits and ensuring all items are in date.

	5. Accidents, Incidents & Medical Records
· Support the Compliance Manager to ensure accident and incident forms are completed accurately and recorded on the School’s digital systems in a timely manner.
· Notify parents of pupil accidents in accordance with School policy, including same‑day contact where required.
· Support the Compliance Manager with the updating of risk assessments following incidents or near‑misses, in line with ISI expectations.
· Maintain secure storage and strict confidentiality of all medical, accident and incident records.


	6. Safeguarding & Professional Standards
· Demonstrate a clear understanding of safeguarding responsibilities and the importance of vigilance in the school environment.
· Work at all times within the School’s safeguarding, confidentiality, data protection and whistleblowing policies.
· Undertake safeguarding training as required and keep knowledge up to date.


	7. Skills & Attributes
· Excellent organisational and administrative skills with strong attention to detail
· Confident, professional communication skills (written and verbal)
· Ability to handle sensitive and confidential information appropriately
· Calm, reliable and methodical approach to work
· Good IT skills, including Microsoft Word, Outlook and Teams
· Commitment to safeguarding, pupil welfare and regulatory compliance


	Additional Information
This job description is not exhaustive, and the post holder may be required to undertake additional duties that are appropriate to the role and consistent with the needs of the School and ISI standards.


	This job description does not form part of the contract of employment. It describes the way the post holder is expected and required to perform and complete the particular duties as set out in the foregoing paragraphs. The job description will be reviewed at least once a year and it may be subjected to modification or amendment at any time after consultation with the holder of the post.








