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Job Description :  Administrative Officer/Website, Publications, Marketing and    
communication  

Line Manager  :  School Business Manager 
Pay scale   :  Scale 6 
Hours    :  part time  
 
Job Purpose 
 
To provide excellent front of house support as well as confidential administrative support to the 
Headteacher and Senior Leadership Team. 
 
Job Description 
 
You will be required to do any reasonable tasks necessary to perform this role and this Job 
description is not exhaustive 
 
Main Areas of work 
 
To provide publications support for the school  
 
Website 

Collect, collate and update the website on a daily basis  

Review the website regularly to check that it is current and user friendly  

Tackle any issues with the website 

Marketing  

Create awareness of the school and develop positive relationships with stakeholders  

Collect, collate and update the website on a weekly basis  

Create any other marketing resources necessary for the school 

Market and arrange school events and ensure all correspondence are sent 
 
Support with admin tasks for events such as parents evening  
 
Standardise the school paperwork 
 
Manage the school calendar ensuring parents are kept up to date with events  

Conduct student, parental and staff surveys and collate data  

Support the school business manager to source additional funding opportunities for the school  



Arrange the effective distribution of marketing materials 

Maintain and update stakeholder databases 

Ensure all staff and student photos are up to date and permission to use them has been sort 

Publications  
 

Populate a small weekly newsletter for parents  

Populate the newsletter on a termly basis 

Update the school prospectus annually 

Customise the parental induction packs  
 
Customise governor’s reports and paperwork 
 
 
Customise staff and pupil application packs/adverts  
 
Standardise staff meeting notes  
 
Standardise  
 
Social Media  

Run social media channels (e.g. Twitter, Facebook) to enhance audience engagement 

Communication 
 
Standarise all communication systems  
 
Ensure Parentmail is running smoothly and effectively and the school has maximum take up 
 
Set up parent evenings using the Parentmail app 
 
Reception 
 
Cover reception as necessary 
 
This list is not exhaustive and, at times, you will be expected to carry out reasonable requests by the 
senior leadership team. 

 
 
 
 
 
 
 
 
 
 



Person Specification  
 
Job Title: Administrative Officer/ Website, publications, marketing and communications  
 
Education and Training: Educated to GCSE Level good general education 
Person Specification 
 
Experience working within a school setting 
 
The ability to use a range of information technology for administration, including the ability and 
willingness to undertake training to use new software packages as required. 
 
Excellent keyboard skills - proficient in the use of computers, in particular experience of Microsoft 
Office Suite (Word, Excel and Outlook) and all general office equipment. Excellent computer skills 
including data input and report gene 
 
Strong knowledge of SIMS essential  
 
Strong knowledge of FMS or other financial package essential 
 
The ability to communicate clearly verbally, and in writing, and to demonstrate a good level of 
numeracy. 
 
Strong experience of office administrative duties including the maintenance of manual and electronic 
records. 
 
Good telephone manner and a pleasant personal manner. 
 
The ability to deal with visitors, Governors, parents, colleagues and pupils in a sensitive manner  

 
The ability to maintain confidentiality regarding conversations, information and material. 
 
The ability to work as part of a team. 
 
The ability to work under pressure whilst maintaining work organisation, accuracy and attention to 
detail. 
 
A willingness to be flexible and the ability to work on your own initiative. 
 
A commitment to the Council’s equal opportunities policies on challenging discrimination and 
disadvantage in the areas of anti-racism, anti-sexism, disability and discrimination against sexual 
preference. 
 
Commitment to the schools safeguarding policy 
 
A willingness to undertake training considered necessary for the post 
 
The ability to work as part of a team, promoting a strong team spirit. 
 
The ability to work with minimum supervision  
 
Ability to multi-task 
 



Ability to work under pressure  


