
 
 
COLLEGE OFFICE ADMINISTRATOR 
SENIOR SCHOOL 
 
 
The College and The Prep 
 
The College consists of two inter-dependent fee-paying schools within a single executive 
structure. The Senior School [13-18], founded in 1841, is the oldest of the Victorian public 
schools and is predominantly a boarding school of some 730 pupils, including a Sixth Form 
of approximately 280 pupils. The Prep School [3-13] is largely a day school of some 420 
pupils. Both schools are fully co-educational. The schools are situated in their own spacious 
grounds near the centre of Cheltenham and have fine academic records and a considerable 
reputation for sport, drama and music.  
 
The Post 
Reporting to the College Office Team Leader, the College Office Administrator assists with 
the day-to-day administration tasks within a busy school office, along with some specific 
focus-based tasks.  These include producing the termly, daily Staff Bulletin, administration of 
pupil information on the Management Information System (MIS) database and assisting the 
Training Manager with the annual Compliance Training.  
 
Responsibilities 
 
General Administrative Duties  
• Answer the College Office phone providing support with general enquiries from staff 

and parents 
• Greet staff and pupils who call into College Office and support them with general 

administrative tasks, requests for help with College Office systems or to pick up 
stationery  

• Support bulk photocopying and reprographics tasks for the teachers in particular 
support efforts to prepare for the beginning of term 

• Collate staff notices sent through to College Office and publish them on the daily Staff 
Bulletin email 

• Load useful administrative documents and forms onto the College Office section of 
SharePoint ensuring that the latest version of documents is available and removing old 
documents as needed 

• Work with the Training Manager to support the annual round of online Policies 
Refresher Training, ensuring emails are sent out, staff are chased for completion and 
accurate records are maintained 

• Communicate with parents to ensure that they are aware of standard processes or to 
notify them in good time when standard charges may be due (e.g. stationery charges, 
flexi-boarding nights booked, etc) 

• Work with HR to administer the College Office process for new staff, staff leavers, and 
staff changes, including issuing staff id badges and parking permits 



 2 

• Provide cover for Reception to support periods of holiday or sickness absence. 
• Carry out general administrative duties as required. 

 
Administration Tasks on College Information System (iSAMs) 
• Carry out general data entry tasks to high quality to ensure that pupil records are 

accurate 
• Produce standards reports, save reports to Excel and communicate them to other staff as 

needed 
• Provide general advice to staff, pupils, and parents on the use of iSAMS 
• Reset iSAMS passwords ensuring College protocols are followed 
• Disable and manage iSAMS account for leavers 
• Chase staff to provide pupil and administrative information or to complete reports to 

ensure that iSAMS is kept up to date  
• Support the College Office Team Leader to audit iSAMS information from time to time 
• Communicate with parents to ensure that information held on iSAMS is accurate 
• Work closely with colleagues in other teams including Admissions and IT to ensure that 

information is moved accurately from one academic year to the next (roll over). 
• Support the Timetable Manager and Director of College Operations in building 

designated academic sets and timetables, as well as assisting with pupil set changes, 
throughout the year 

• Work with HR to administer the College Office process for new staff, leaving staff and 
staff changes, so that records on iSAMS remain accurate  

 
Person Specification 

• Flexible and adaptable with the ability to deal with a wide variety of tasks and people  
• Demonstrates professional pride and attention to detail  
• Self-motivated and able to work both individually and as part of a team  
• Able to work under pressure and meet key deadlines  
• Customer service skills 
• Excellent organisational skills 
• Excellent English language and communication skills.    
• Experience of working with Office 365 in particular, Word and Excel is essential.  
• Experience of working with a Management Information Database such as iSAMS is 

desirable 
• Some knowledge of MS Forms, SharePoint and Flows would be advantageous. 

 
Terms and Conditions 
Scale Admin 3 (Grade B) £21,586 to £23,322 
Full time (37.5 hours per week) 8.30 am to 5pm with an hour unpaid lunch break 
Pension Scheme (enhanced contributions after satisfactory completion of Probation Period) 
Free membership to College’s gym and pool plus £10 annual membership for family 
Subsided Health Scheme through Benenden 
Lunch during term time 
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