
 

Job Advertisement for School Administrator 

 

• Closing Date: Wednesday, 30 November 2022 (Noon) 

• Interview Date(s): Monday, 5 December 2022 

• Job Start Date: Thursday, 5 January 2023 

• Contract/Hours: Fixed term in the first instance, Full-time 

• Salary Type: Support Staff 

• Salary Details: Grade 7, SCP 13-17, £24,948 - £26,845, pro-rata per annum 

• Hours of Work: 37 hours a week, 8:30-16:30, term-time only and some inset 

days 

• Location of Role: King's Meadow School 

Job/Person Summary 

King's Meadow School are looking for an outstanding School Administrator to join our 

dedicated and hardworking Administration Team.  If you are highly professional, impeccably 
organised, diligent, committed, and experienced, we would love you to join our team here at 
King's Meadow School.  You will be working in our school office together with the 

Headteacher, School Business Manager, Finance Officer and Administrative Assistant.  

We are 'amongst the top 3% of primary schools in the country' - Rt Hon Nick Gibb, Minister 

of State for School Standards, January 2020 

King's Meadow School is a 'Good' and successful primary school in Bicester with over 400 

children currently on roll. Our children are well-mannered, well-behaved, creative and as 
passionate about their learning as we are. Our staff is diligent, committed, enthusiastic, 
caring and constantly strives for excellence in all that we do.  We offer opportunities for job-

specific training and ongoing professional development.  Successful candidates will be 
flexible, eager, highly motivated, have a good sense of humour and be able to work as part 

of a team. 

An extract from the Ofsted Report, June 2019 says: 

"The leadership team has maintained the good quality of education in the school 
since the last inspection.  The Headteacher has revised systems and developed a 
strong team of confident and effective leaders.  The carefully chosen initiatives have 

been successful in developing consistently good teaching have secured improving 
outcomes and high-quality provision for pupils. Staff, pupils, parents and carers are 

united, confident and excited about the future." 

In this role, you will be expected to support Teaching and Learning by providing high level 

administrative support as part of the school's Administration Team. 

Ideal candidates will: 

• have knowledge and experience of schools' ICT systems especially RM Integris - 
training will be provided. 

• have sound knowledge and use of Microsoft Office software. 
• have experience of teamwork and the ability to multi-task. 



• have excellent verbal and written communication skills. 

We can offer you: 

• a commitment to your personal development 

• a supportive team of staff, parents and governors 

• an exciting working environment with engaged, motivated and enthusiastic children.  

We provide a friendly, secure, and stimulating environment in which children can develop 

and achieve their full potential. 

Application Process 

If you are interested in this very exciting opportunity, we would be delighted to hear from 
you.  Visits to the school are warmly welcomed; please phone on 01869 323525 or email us 

on office.2210@kings-meadow.oxon.sch.uk to arrange a visit.  

If you wish to apply, please see details of the job description, person specification, and 
support staff application form on our website www.kings-meadow.oxon.sch.uk.  Complete 

and return the application form via email for the attention of Anastasia Hargreaves-Hands to 

sbm2210@kings-meadow.oxon.sch.uk 

Due to this post having access to children and/or vulnerable adults, candidates will be 

required to undertake a Disclosure and Barring Service check.  The possession of a criminal 
record will not necessarily prevent an applicant from obtaining this post, as all cases are 
judged individually according to the nature of the role and information provided. Oxfordshire 
County Council is committed to safeguarding and promoting the welfare of children, young 

people and adults. We expect all employees, workers and volunteers to share this 
commitment.  We will ensure that all our recruitment and selection practices reflect this 

commitment. 

 

Safeguarding 
 

King’s Meadow School is committed to safeguarding children. All staff must be dedicated to 
ensuring the safety and well-being of children. The post-holder is responsible for ensuring 
that all child protection policies are adhered to, and concerns raised in accordance with 
these policies.  


