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Advert
Senior Administrator
Margaret McMillan Nursery School and Children’s Centre
	
Contract

	
Fixed Term Contract for 1 year, with the possibility of becoming permanent.


	Hours
	20 hours per week, 5 days a week, 10-2pm, Term Time Only 


	
Salary Grade Range

	
Inner London Scale 6 Pt 18-20

	
Actual Salary Range

	
£18,872 - £19,438 per annum, to be determined based on skills and experience


	
Required For

	
May 2026



We are seeking an experienced, highly organised and confident Senior Administrative Officer to play a central role in the smooth running of our school office. This is an exciting opportunity for a proactive professional who can provide high‑quality administrative, financial and organisational support to the Headteacher and Office Manager, while helping ensure our nursery remains a welcoming and efficient environment for children, families and staff.

Margaret McMillan is a successful vibrant inner-city nursery, situated at the north end of Islington, and is set in nearly an acre of garden and operates the garden nursery model pioneered by Margaret McMillan early last century valuing the learning opportunities inside and outside equally.  The school is committed to a child-centred approach to learning within a carefully structured environment.  We have a strong commitment to team work.

We are a school with:
· A strong commitment to high quality child centred nursery education.
· An effective, supportive and committed team.
· A very well resourced and maintained learning environment.
· An excellent outdoor environment.
· A commitment to working with parents as partners.
· An excellent reputation for staff training.




	
Closing date for applications


	
Sunday 12th April 2026 (midnight).

	
Shortlisting

	Tuesday 1th April 2026


	
Interviews

	
Friday 17th April 2026



To apply for the role, please visit www.islington.gov.uk/jobs or if you have a query, contact the school office.
	
Email:

	
admin@margaretmcmillan.islington.sch,uk

	
Telephone:

	
0207 281 2745



Safeguarding
Margaret McMillan Nursery School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  An enhanced DBS (Disclosure and Barring Service) with barred list check is required for all successful applicants.

Job Description – Senior Administrator
	Position 
	Senior Administrator, Scale 6, 20 hours a week


	Contract:
	Fixed Term Contract for 1 year, with the possibility of becoming permanent   10am – 2pm    Term Time Only

	Grade: 
	Scale 6,  Point 18-20         

	Salary:
	£18,872.00 - £19,438.00

	Responsible To: 
	Office Manager



[bookmark: _Toc130820987]

PURPOSE OF THE POST

To manage the School’s admin office and provide an efficient and confidential administrative service to the Headteacher, ensuring efficient administrative and financial systems are established and maintained.

Administrative Duties:

1. Manage and maintain efficient office systems, including both manual and digital filing and information retrieval systems.

1. Prepare high-quality correspondence, reports and documents for Senior Leaders.

1. Manage telephone and in-person enquiries with professionalism and diplomacy.

1. Co-ordinate the School and the Headteacher’s calendar/diaries and support meeting arrangements.

1. Photocopy, distribute and file documents as appropriate.

1. Identify and update out-of-date information across school documents, including on the School’s website, obtaining approval and arrange printing.

1. Order, receive and distribute supplies and resources following agreed procedures including authorisation from Office Manager or Headteacher.

1. Co-ordinate work experience placements, including documentation and induction.

1. Administer nursery admissions by advising families, managing applications and ensuring consistent application of criteria. 


Pupil Data:

1. Record and follow up all pupil absences in line with safeguarding and attendance procedures.  Follow up with DSL/Headteacher where applicable. 


1. Oversee the accuracy and updating of pupil data across MIS systems; Arbor, EY Works and Famly.

1. Ensure statutory pupil data is up to date and accurate including CENSUS information, FSM, ethnicity, SEND status and issue UPNs.

Finance and Procurement:


1. To be responsible for maintaining financial systems and procedures in line with local authority policies and procedures.

1. Match invoices with delivery notes and orders, seek authorisation and process payments weekly. 

1. Support fee administration, under supervision of the Office Manager; assessing household income, issuing contracts and updating financial records on relevant spreadsheets and on EY Works.

1. Process termly fee changes, including age-related funding adjustments.

1. Reconcile parental payments weekly across spreadsheets to bank statements; including childcare voucher statements and BACS payments. 

1. Issue arrears statements for parents and follow escalation procedures, where applicable, in consultation with the Office Manager. 

1. [bookmark: _Hlk223599996]Adjust the fee spreadsheet for holiday periods and Staff Development Sessions, as required. 


Personnel:

1. Support the recruitment process alongside the Office Manager, including advertising, documentation and pre-employment checks.


Communication:


1. Keep the school website updated with accurate and current information.

2. Manage Eduspot communications, including messages to parents/carers and new user registrations.

3. Maintain a welcoming and informative reception area.



Personal Responsibilities

· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation.

· To promote and prioritise the safeguarding of children at all times.

· To use information technology systems confidently to support efficient working. 

· To undertake training and ongoing professional development.

· To support school events and undertake other duties, as required, to meet the needs of the school.

Performance Standards    

· To deliver excellent customer service to families, staff and visitors. 

· Work in accordance with the school’s Equal Opportunities policy.

· Demonstrate flexibility, positivity and resilience in a busy school environment.


Please note all successful candidates would be subject to an enhanced DBS check.
Margaret McMillan Nursery School and Children’s Centre is committed to safeguarding and promoting the welfare of children and young people, and expect all staff and volunteers to share this commitment.



Reporting to:	Office Manager											


Signed ---------------------------------------------------------------------------------------



Date ------------------------------------------------------------------------------------------
Person Specification – Senior Administrator
Post Title: Senior Administrator
Timings: 10am to 2pm
Salary and Grade: Scale 6  Point 18-20    £18,872.00 - £19,438.00       Term Time Only

You must demonstrate on your application form how you meet the following criteria.
	Key : E – Essential  D - Desirable

	How it will be assessed?

	Requirements
Education and Experience Skills, Knowledge and Abilities

Education & Experience

1. Two years administrative experience.

Skills, Knowledge & Abilities

2. Ability to acquire a working knowledge of the schools accounting procedures and the ability to complete basic statistical returns.

3. Ability to carry out general office skills and to deal with a variety of tasks such as filing, typing, distribution of post, etc.

4. Ability to take minutes of meetings.

5. Ability to communicate effectively in writing, on the telephone and face to face, draft correspondence independently; write and communicate verbally clearly and concisely.
6. Ability to build and maintain an effective working relationship with a wide variety of people.
7. Ability to monitor budgets and record expenditure.
8. Diplomatic and clam approach in dealing with difficult situations.
9. Cultural awareness and sensibility.
10. Ability to prioritise to ensure that deadlines are met, whilst working under pressure.
11. Ability to work on own initiative and contribute ideas to the improvement of admin services at the school.
12. Ability to maintain strict confidentiality in all matters.
13. Ability to use computer systems to an advanced level, including all Microsoft Packages such as Outlook, Word and Excel.
14. Knowledge of Management Information Systems such as Arbor, CPOMS and Famly.
15. Commitment and willingness to meet the needs of the ethos and flexible working arrangement of the School.
16. A commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service.
17. A commitment to deliver services with the framework of the school’s equal opportunities policy.
18. Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
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	Application form
References
Interview



Please note that appointments are a subject to successful pre-employment checks and clear DBS Enhanced Disclosure.
2
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Application deadline
Completed application forms must be received by midnight, Sunday 12th April 2026.
Please apply online at https://jobs.islington.gov.uk
If you need any support, please contact the school. 
Selection process
We are planning to shortlist on Tuesday 14th April 2026. 
 Interviews will take place Friday 17th April 2026.  
Shortlisted candidates will be provided with further information about the interview.
Visits
Visits to the school are highly encouraged and can be organised by contacting the school office on 020 7281 2745
References
Candidates are advised that references will be taken up immediately after shortlisting. Candidates are asked to ensure that their referees are aware of the need to respond within the timescale set. In all cases at least two professional references are required.
The post will be offered subject to satisfactory completion of pre-employment checks including references.
Safeguarding children
Prior to appointment, formal checks will be made in accordance with the current statutory requirements relating to child protection.

In line with KCSIE and safer recruitment practices, the school will conduct an online search for all shortlisted candidates. The online search is part of our safeguarding checks and will seek publicly available information on candidates’ suitability to work with children. 
Shortlisted candidates will be provided with further guidance and will be asked to clarify their online presence.
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