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Administrator 

Job description 

 
 
Job title:    Administrator  
 
Reports to:    Project Manager 
 
Responsible for:  No Direct Reports  
 
 
Overview of SSAT  
 
SSAT (The Schools Network) Ltd is a private limited liability company incorporated to continue the 
UK business of the old Specialist Schools and Academies Trust.  The company operates with the 
same broad education objectives.  Management and employees own the company shares – there are 
no external investors.  
  
SSAT stands for the Schools, Students and Teachers Network. SSAT’s work in helping transform 
education in England started in 1987.  SSAT pioneered the principle of ‘by schools for schools’ ethos, 
and this laid the foundations for many of our activities today…the innovative leadership and teacher 
CPD programmes, the commitment to thought leadership and research and, of course, the network 
of school leaders and innovative teachers which still drives all that we do.  
 
SSAT is committed to: 

 putting customers first and knowing our members well 

 a membership offer that is relevant and value for money for all schools 

 providing high quality professional development  

 developing a high-performing staff team that utilises the knowledge and skills of all colleagues 
 
Staff must commit to: 

 working together to achieve SSAT’s objectives 

 following SSAT processes and systems to enable us all to put customers first 
 

 
The role of Administrator 
 
SSAT Administrators provide administrative support across a range of projects ensuring accuracy 
and attention to detail. The role is varied and involves maintaining a flexible approach. At the heart of 
the role is communicating with our member schools and the highest level of customer service 
standards are required at all times. 

 
Key Accountabilities 

 To maintain and support CRM data collection and analysis activities across projects, including 
data about our members, our products and services and financial data. 

 To carry out photocopying and printing various documentation including the organization and 
creation of events packs as required. 

 To code and record invoices and raise purchase orders for purchases using Xero and other 
financial based administrative tasks as required. 

 To use a variety of software packages such as Word, Outlook, PowerPoint etc to produce 
correspondence and documentation for internal and / or external audiences ensuring they are 
error-free and comply with SSAT branding and style guidelines. 
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 To ensure that all contact with customers whether face to face or through telephone calls, 
emails or social media is managed with the highest levels of customer service skills and that 
ownership is taken of any queries and any issues are escalated where needed. 

 Perform receptionist/telephonist duties and provide front desk cover to include:  
o Ensure all visitors / callers are managed in a professional, friendly and polite manner  
o Ensure the reception area is tidy and well-maintained 
o Collect, sort and distribute incoming post including deliveries using appropriate 

mechanical aids  
o Process outgoing post including special deliveries, couriers and bulk royal mail 

requests, coordinating and updating colleagues as required 
o Light office moves including lifting and carrying of boxes and equipment (manual 

handling training will be provided) 
o Provide administrative support to the Facilities Manager as required 
o Ensure sufficient stock levels of consumables. 

 To ensure that SSAT processes and procedures are used consistently and at the same time 
to be proactive in identifying more efficient ways of working and working with project managers 
to help implement this if appropriate. 

 To effectively prioritise and manage own workload and diary commitments so that deadlines 
are met as specified within agreed project plans. 

 To work within a matrix resourcing structure providing support across a number of projects 
demonstrating excellent team working skills and knowledge sharing. 

 To attend events and meetings as required (with the requirement on occasion to travel), 
working at all times to ensure that all customers feel valued and have a positive experience at 
SSAT events and meetings. 

 To be aware of and maintain commercial confidentiality at all times. 

 To support projects by having a broad understanding of the work of SSAT and major 
developments in education policy. 

 To provide formal project support by taking delegated responsibility for Project Officers as 
appropriate and as requested by a Project Manager. 

 To record business information in SSAT systems of record (e.g. CRM) in line with agreed 
SSAT protocols. 

 
Person Specification 
 

 Demonstrable administrative experience gained within an office environment, either via paid or 
voluntary work. 

 Ability to work quickly, responsively and with an openness to embrace new idea and ways of 
working. 

 Ability to prioritise tasks effectively and work on initiative. 

 Ability to work and contribute to a team as well as working autonomously. 

 Good IT skills, including use of databases, and MS Office suite (particularly Word, Excel, 
PowerPoint). 

 Good customer service skills. 

 Good verbal communication skills, written and numeracy skills appropriate to a wide range of 
audiences and at all levels within the organisation. 

 
 
 
This job description is not exhaustive and you may be required to undertake other tasks as required. 
 
 


