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Hanley Castle High School

Job Description – Casual Administrator 

	POST TITLE:
	Casual Administrator  

	

	TERMS & TENURE:
	This is a zero-hours contract. There are no guaranteed minimum working hours, and work will be offered on an ad hoc basis according to operational needs.

When work is offered, normal working hours are between 8.30am and 4.30pm, term-time only. However, on occasion it may be necessary to work outside of these normal working hours, subject to prior agreement.
Scale 4, SCP11 £16.70 per hour (including statutory holiday pay)

	

	LINE MANAGER:
	Department Lead

	
	

	STAFF SUPERVISED:
	None


	OBJECTIVES OF THE POST
To provide flexible, high-quality administration and support across the Pastoral Department, Reception, and Finance during periods of high workload or staff absence. This is a varied role, offering the opportunity to work with different departments as required to meet the needs of the school.

The post will play a key role in maintaining consistent service delivery at critical times and supporting the smooth running of school operations.


	MAIN DUTIES
General Administration

· Provide professional support across departments, including handling calls, emails, and correspondence.

· Maintain records, planners, and ensure timely follow-up on tasks.

· Assist with data entry and uphold GDPR compliance.

· Create forms and collate data as required.

· Filing and document management.
Pastoral & Student Support

· Support the pastoral department with documentation and event administration.

· Prepare letters, reports, and maintain accurate student records.

· Assist with induction, leaver processes, and uniform management.
Reception & Front Office

· Deliver a welcoming reception service for visitors, parents, and students.

· Manage calls, enquiries, post, and office supplies.

· Assist with photocopying, data input and general front-office tasks.
Finance Support

· Collaborate with finance team to maintain accurate records and support routine processes.  This could include:

· Ensuring paperwork is filed

· Preparing simple analyses using Excel

· Collating information for internal and external auditors

· Preparing cash for banking
Flexibility

· Duties will vary depending on immediate needs across departmental areas.

· The role requires adaptability and a proactive approach to prioritising tasks.
The duties listed above are not exhaustive, and the post holder may be asked to carry out other reasonable tasks assigned by the line manager to meet the needs of the school.


	Essential Requirements
Experience and Knowledge:

· Previous experience in a fast-paced administration role

· To have a good working knowledge of Microsoft Office software in particular Outlook, Word, Excel, OneDrive and Teams

· Excellent telephone manner and professionalism for dealing with visitors to school

· ICT skills to produce correspondence and reports as required
Skills and Abilities:
· Resilient, with the ability to work calmly under pressure and to deadlines 

· Ability to organise own workload and work on own initiative

· To work in an accurate and conscientious manner at all times

· Excellent interpersonal skills and communication skills (both orally and in writing)

· Warm and welcoming demeanour both in person and on the phone

· A can-do attitude 

· Willingness to adapt to changing circumstances and new ideas

· A solution-focused mindset 

· To communicate with students in a calm but firm manner, supporting students to achieve their best

· Ability to work constructively as part of a team, understanding school roles and responsibilities and own position within these
Other Factors:

· Availability to work at short notice when required
· A commitment to equal opportunities and safeguarding

· To respect confidentiality at all levels


	OTHER

This job description may be amended by agreement.


	DATA PROTECTION
During the course of employment, the holder of the role will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Regulation and in accordance with the HUET Data Protection Policy.


	HEALTH AND SAFETY

The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the LEA and School’s policies on health and safety.


	COMMITMENTS

Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities and Safeguarding.
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