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_________________________________________________________________________________________ 
Job Description: 	 	Administration & Compliance Assistant 
 
Reports to: 	 	 	School Business Manager 
 	 

Review and Amendment: This job description will be reviewed annually and may be subject to amendment following consultation between the Headteacher, School Business Manager and the post holder. 
 
Job Purpose 
To support the Headteacher and School Business Manager in ensuring the smooth, efficient and compliant running of the school. The post holder will provide high-quality administrative support whilst taking responsibility for key areas of school compliance, including medication systems, first aid oversight, policy management, website compliance and school communication systems. Working in conjunction with the CPD Co-ordinator, the post holder will maintain accurate staff training records and support the monitoring of training compliance to help ensure that colleagues hold the statutory and role-specific training required to undertake their duties. Overall, the role will contribute to maintaining a safe, organised and effective learning environment for pupils with Social, Emotional and Mental Health (SEMH) needs 
 
Areas of Responsibility and Key Tasks 
 
General Administration 
· Provide high-quality administrative support to the Headteacher, School Business Manager, Senior Leadership Team and wider school staff.  
· Ensure administrative tasks are completed accurately and within required timescales.  
· Prioritise workload effectively to support the efficient operation of the school.  
· Maintain confidential pupil, staff and school records in accordance with GDPR requirements.  
· Act as a professional point of contact for parents, professionals and external agencies.  
· Support reception duties, telephone enquiries and visitor management where required.  
· Maintain filing systems, databases and electronic records.  
· Support with petty cash and support the administration of school finances where appropriate.  
· Prepare letters, reports and other documentation as requested.  
· Support administrator with ICT asset registers 
 
Compliance and School Systems 
· Maintain accurate records relating to statutory school compliance.  
· Liaise with the Estate Manager to ensure site compliance with Health and Safety requirements, Info Tracker processes, and Independent Schools Standards. 
· Work in conjunction with the CPD Co-ordinator to maintain accurate staff training records, monitor mandatory and role-specific training requirements, and ensure renewal dates are tracked to support ongoing compliance.  
· Coordinate internal and external training sessions under the direction of SLT and help maintain the school's training lists.  
· Deliver or support the delivery of internal compliance training where appropriate.  
· Oversee quality assurance for maintaining medication records and monitoring medication documentation to ensure compliance.  
· Oversee First Aid records, training requirements and accident documentation.  
· Monitor and maintain school policies, ensuring review dates are met and documentation remains current.  
· Support the Headteacher and School Business Manager with collecting/collating information for compliance audits, inspections and quality assurance processes.  
· Maintain the school website, ensuring statutory information remains accurate, compliant and up to date.  
· Support the School Business Manager with the completion of statutory returns and compliance documentation.  
 
Communication and Information Systems 
· Manage school communication systems, including parent/carer messaging platforms.  
· Support the administration of the school's Management Information System (MIS).  
· Assist the Headteacher and Estate Manager with ensuring that Info Exchange compliancy tracker is updated, accurate and maintained.  
· Act as a note taker for SLT and other senior management as and when required.  
· Support with general administrative processes.  
 
Pupil Care and Welfare 
· Be familiar with and support the implementation of the school's safeguarding procedures.  
· Comply with all safeguarding, child protection, confidentiality, health and safety, IT and GDPR requirements.  
· Report any safeguarding concerns immediately in line with school procedures.  
· Provide support with the recording, updating, and management of pupil medical information as required. 
· Act as a medication competency checker, ensuring that colleagues responsible for administering medication are appropriately trained, competent, and fully aware of their roles and responsibilities. 
· Act as the Lead First Aider, providing guidance, support, and oversight to ensure appropriate first aid provision is maintained across the site, and that colleagues are confident and competent in responding to first aid situations. 
 
Professional Responsibilities 
· Participate in professional development and training.  
· Review and reflect on own practice to continually improve performance.  
· Comply with school policies, procedures and directions issued by the Headteacher and School Business Manager. 
· Undertake additional duties appropriate to the role as reasonably requested.  • 	Any other duties as deemed necessary for the effective running of the school. 
 
 
Safeguarding  
Bramfield House School is committed to the safeguarding and promotion of the welfare of all children and young people in our care.  All staff have a key role and responsibility in this area.  This post is subject to an enhanced DBS check.  
 
Confidentiality 
It is expected that all Bramfield House School employees understand the nature of our work is confidential and details about our pupils and their families, associated services, pupil records and activities/incidents at the school should not be divulged to members of the public.  If there is a breach of confidentiality, this may result in disciplinary action being taken. 
 
Conclusion 
This job description and specification is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by post holder. However, the job description can never be fully exhaustive of unforeseen changes or circumstances.  It is expected that staff will, within reason, respond to unforeseen circumstances and emergencies as they arise, commensurate with their qualifications, experience and the situation. 
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