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The Governors are looking to appoint an enthusiastic,  
hard-working, team player, who will join us in the role of a 
General Administrator.  
  
Main purpose of the job: 
 
We're looking for an organised, proactive and customer-focused General Administrator to join 
our administrative team. This is a varied role at the heart of the school, providing high-quality 
administrative support while acting as a welcoming first point of contact for pupils, parents, staff, 
visitors and external agencies. 
 
You'll play a key role in supporting the day-to-day running of the school, helping to ensure that 
our administrative processes are efficient, accurate and responsive. 
 
 
Reporting to: Headteacher’s PA 
 
To arrange an informal visit, please contact Mrs Gibson, 
Headteacher’s PA, on 0161 681 6178 or by email at 
k.gibson@smrchs.com   
 

General Administrator  

Permanent, term time only + 5 days 
Salary: NJC Grade 3, SCP 4-6 (FTE £25,185 to £25,989) actual salary £22,109 to £22,815 
per annum 
Start date: September 2026 
 

Closing date for applications: Thursday 16 July 2026 at 9am 
 
Interview date: Monday 20 July 2026 
 
Application packs can be downloaded from the school website 
www.smrchs.com. Completed applications and supporting 
documentation should then be submitted by email to Mrs 
Gibson at k.gibson@smrchs.com  
 
This school is committed to safeguarding and promoting the 
welfare of children and young people and expects all staff and 
volunteers to share this commitment. 
 
St Matthew’s is also committed to providing a diverse and 
inclusive community, ensuring equal opportunity. We welcome 
and we encourage applications from everyone, including groups 
currently under represented in our workforce. 
 
The successful applicant will be required to complete an 
enhanced DBS check. 
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Key Responsibilities 
 
Reception and Customer Service 

• Welcome visitors and provide a professional, friendly and 
efficient reception service.  

• Respond to telephone, email and face-to-face enquiries 
from pupils, parents, carers, staff, visitors and external 
agencies.  

• Support pupil welfare, including providing basic first aid 
(training will be provided where required) and liaising with 
parents and staff.  

 
Administration 

• Provide high-quality administrative support across the 
school.  

• Prepare letters, reports, forms and routine correspondence.  

• Maintain accurate records and administrative systems, 
including pupil information and reports.  

• Manage incoming and outgoing post.  
 
Attendance and Pastoral Support 

• Support the school's attendance procedures.  

• Provide administrative support for pastoral teams.  
 
 
 

The job description below gives an insight into the responsibilities of the post of a General 
Administrator, and while this is not an exhaustive list, it should allow candidates to have an 
understanding of what this role entails, and for what the successful candidate will be held accountable 
for. The person specification provides an indication of the skills and experience that we are seeking.  
The post holder will report to the Headteacher’s PA.   

 
 
  

Resources and Systems 

• Use a range of ICT systems and software, including 
Microsoft Office and school management systems.  

• Monitor and order stationery and office supplies.  

• Provide advice and administrative support to colleagues, 
pupils and visitors where appropriate.  

 
Working as Part of the Team 

• Plan and manage your own workload effectively to meet 
deadlines.  

• Provide cover for administrative colleagues during  
periods of absence or increased workload.  

• Contribute positively to the wider life and ethos of the school.  

• Participate in training and continuous professional  
development.  

• Comply with all school policies relating to safeguarding,  
health and safety, confidentiality, equality, data  
protection and security.  

• Undertake any other reasonable duties requested by the  
Headteacher or Line Manager.  

 
 



General  

• To actively promote the equalities and diversity agenda in 
the workplace and in service delivery 

• To be familiar with customer care  

• Improve one’s own practice through training observation, 
evaluation and discussion with colleagues. Recognise one’s 
own strengths and areas of expertise and use these to 
advise and support others 

• Keep abreast of current developments in your area 
networking with colleagues and professional associations 

• Attend and participate in meetings within the school as 
required 

• Contribute to the overall work and ethos of the school and 
contribute to the promotion of the school through 
marketing e.g., open evenings and media publications 

• Appreciate and support the role of other people in the 
team 

• Work flexibly and undertake other duties of an equivalent 
nature that may be required by the Headteacher 

 
Personal Style and Behaviour  

• Tact and diplomacy in all interpersonal relationships with 
the public, pupils and colleagues at work. 

• Self-motivation and personal drive to complete tasks to the 
required timescales and quality standards. 

• The flexibility to adapt to changing workload demands and 
new school challenges. 

• Personal commitment to ensure that the provision of 
support is equally accessible and appropriate to meet the 
diverse needs of the pupils.  

• Personal commitment to continuous self-development.  

• A commitment to school improvement.  

• Be willing to consent to and apply for an enhanced 
disclosure check to the  

• DBS (Disclosure and Barring Service) certificate (HSE 
approved) and provide first aid cover for staff and students. 

 

 
  

 
Wider school responsibilities  
 
• Support the school’s aims and objectives, take a full part in 

the liturgy and prayer life of the school and play a major 
role in the development of the school’s Catholic ethos and 
fulfilment of the School Mission Statement.  

• Fulfil any other reasonable duties requested by the 
Headteacher 

 
Please read this pack carefully.  Applications that do not meet 
the criteria outlined at the start of this advertisement will not 
be considered.  We can only guarantee feedback about the 
application process to those who are shortlisted for the role. 
 



The person appointed will: 
 
• Be committed to the Catholic ethos of the school;  
• Demonstrate understanding of the role their subject plays 

in the delivery of the Mission of a Catholic School  
• Demonstrate a commitment to the wellbeing and 

safeguarding of young people  
• Demonstrate the ability to enthuse, enable and negotiate 

with others 
• Ability to present information to others 
• Ability to find solutions to complex problems 
• Good communication skills, both written and verbal 
• Ability to work as a member of a team and work on own 

initiative  
• Willingness to undertake training as required 
 

 
  

Personal Qualities 
 
We're looking for someone who is: 

• Friendly, approachable and professional.  

• Organised, reliable and self-motivated.  

• Flexible and adaptable to changing priorities.  

• Calm under pressure and able to use initiative.  

• Committed to delivering excellent customer service.  

• Inclusive, respectful and committed to equality of 
opportunity.  

• Dedicated to their own professional development and 
continuous school improvement.  
 

Where the postholder is disabled, every effort will be made to 
supply all necessary aids, adaptations or equipment to allow 
them to carry out the duties of the job. 

Essential: 
• Essential Experience 
• Experience in a busy administrative or business support role.  
• Experience using a range of IT systems and Microsoft Office 

applications.  
• Experience maintaining accurate records and handling 

confidential information.  
• Excellent organisational and time management skills.  
• Strong communication and interpersonal skills, with the 

ability to build positive relationships with pupils, families, 
colleagues and external partners.  

• Ability to prioritise work and manage competing demands.  
• Good literacy and numeracy skills.  
• Confident using Word, Excel, databases, email and other 

digital systems.  
• Ability to produce accurate documents and meeting notes.  
• Knowledge of administrative processes and office 

procedures.  
• An understanding of confidentiality and data protection.  
• Ability to work independently and collaboratively as part of 

a team.  
• Willingness to undertake first aid training.  
• records or cash.  

 
Desirable 
• Experience working within a school or educational setting.  
• Knowledge of school attendance procedures.  
• Understanding of the statutory and regulatory framework 

within education.  
• Experience handling financial records or cash.  
•  



 
 
 
 


