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About Aberdeen City Council 
Our purpose is to ensure the People and Place of Aberdeen prosper and to protect the People and Place from harm.   

The Local Outcome Improvement Plan 2016 – 2026 (LOIP) identifies how Aberdeen City Council, together with our 
Community Planning Partners, will tackle the key issues facing our city to ensure Aberdeen is a place where all people 
prosper.  The LOIP sets out our shared promises to the people of Aberdeen:   

• Prosperous Economy - Aberdeen has a flourishing, thriving and successful local economy.  

• Prosperous People - People in Aberdeen are happy, healthy and enjoy positive life outcomes.  

• Prosperous Place - People experience Aberdeen as the best place to invest, live and visit.  

• Enabling Technology - Innovative, integrated and transformed public services. 
 

To deliver our promises to the city of Aberdeen, our focus is on:   

• Empowering staff to meet priority outcomes aligned to the determinates of good health  

• Empowering the communities we serve to be self-sufficient  

• Early intervention and prevention of harm to the people, place and economy of Aberdeen  

• Connecting with citizens, customers and partners through our use of digital  

• Using data and information to help us understand the demand on the Council and how we can better improve 
outcomes  

• Being entrepreneurial - creative and innovative in how we do our business.  
 

We count on our employees to be enthusiastic and proactive public servants, who are committed to our purpose and 
motivated to make a positive and lasting difference to the city and its people.  
  

Aberdeen City Council is arranged into three functions, two of which are aligned to the wider determinates of good 
health and the final function focussed on good governance. Each function is divided into clusters, and within each 
cluster are service areas/teams.   Teams from across the Council prioritise working together with local and regional 
partners to ensure a collective focus on improving outcomes for our citizens in keeping with the wider determinates of 
good health.  
 

About the Families & Communities Function  

The function comprises Education & Lifelong Learning, Housing, Children’s Social Work & Family Support, and 
Corporate Landlord which is responsible for the physical assets associated with each of these service areas.   The 
function will ensure that services are delivered in an integrated manner to achieve better outcomes for people in 
Aberdeen City, within the framework of statutory responsibilities and consistent with the Council’s strategic objectives.  

The function leads the development and delivery of a Family Support Model to enable delivery of The Promise and 
closer multi-disciplinary working at locality and neighbourhood level. It provides vision, leadership, strategic direction 
and professional advice to enable successful delivery the council’s and Community Planning Partnership’s priorities for 
families and our communities. The function facilitates multi-agency working at the most local level to support children 
and families; and ensure readiness and effective implementation of anticipated reforms to further strengthen the 
model of Family Support.   

About the Education & Lifelong Learning Cluster 

The Education & Lifelong Learning cluster aims to reduce inequalities in educational outcomes and raise attainment by 
working with other partners to take account of what we know about the wider determinates of good health.  The 
cluster supports lifelong learning to enable and empower the people of Aberdeen to fulfil their potential and 
contribute to the social, cultural and economic prosperity of our city. 

https://communityplanningaberdeen.org.uk/wp-content/uploads/2021/07/Final-Draft-LOIP-Refresh-21.pdf
http://communityplanningaberdeen.org.uk/useful-links/
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About the Role 
 

To manage, supervise and develop school financial and 
administrative support services in accordance with corporate 
and school procedures. 

Job Title School Administrator 
(Primary, Secondary and ASN) 

Pay Grade G11 

Job Family Social & Community Services 

Location 

 

Aberdeen City Wide – see 
advertised location 

 

Key Outcomes and Task Examples 

The post holder will deliver the following outcomes:  Examples of related tasks: 

Manage, monitor and operate financial 
systems in accordance with corporate 
and school procedures. 
 

• Manage procurement procedures 

• Manage finance audits 

• Comply with Aberdeen City Councils Financial policies and 
procedure 

Be responsible for the effective 
operation of the MIS system and other IT 
systems in accordance with school and 
corporate procedures. 
 

• Record relevant data on SEEMiS 

• Record relevant information on CoreHR (HR System) 

• Comply with Aberdeen City Councils Corporate procedures 
when completing all tasks 

Manage, monitor and support the school 
administrative support service and team. 
 

• Performing administrative tasks as required 

• Undertake frontline reception duties as and when required 

• Prioritise and delegate workload within team 

• Makes sure there is appropriate and effective communication 
in place for team and service delivery 

• Creates a culture of learning e.g. coaches and mentors School 
Support Assistant 

Be responsible for the safekeeping, 
accuracy and appropriate processing a 
variety of information, which is often of 
a sensitive and multi-agency nature.  
 

• Ensure all data stored in line with Aberdeen City Councils 
Data Protection Procedures 

• Ensure Child Protection Procedures are followed 

• Ensure Confidentiality Procedures adhered to by all team 
members 

Undertake frontline reception duties as 
and when required. 

• Communicates information clearly and concisely 

• Reflects the Vision, Values and Aims of the Service at all times 

• Encourages team and others to be customer focused 

• Works collaboratively across service/ team/ organisational 
boundaries to deliver excellent customer service 

 
 
 
 

Head Teacher / 
Depute Head 

Teacher
School Administrator

School Support Assistant

Senior School Support Assistant

Structures may vary between schools 
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Role Requirements   

This section includes what the post holder needs to carry out the role or, for recruitment purposes, enables 
applicants to decide whether they meet these requirements. 

Minimum 
Qualification(s) / 
Certificates / 
Memberships etc. 
required 
 

• Standard Grade/National 4 (or equivalent qualification) in English and Mathematics or 
experience of financial and administrative processes in an office environment 

 

As a minimum, 
demonstrate skills 
and experience in 

• Supervising a busy office 

• Experience of Microsoft packages including word and excel 

• High level of competency in IT 

• Good financial literacy 

• Management, monitoring and operating financial systems 

• Being responsible for the safekeeping, accuracy and appropriate processing a variety of 
information, which is often of a sensitive and multi-agency nature 

• Reception duties 

As a minimum, 
demonstrate an 
understanding of 

• Leading a team 

• Communicating effectively with others including with children 

Demonstrate 
commitment to 

• Completing customised management information system training 

• The principles and aims of Aberdeen City Council 

• Completion of Aberdeen City Council mandatory training courses and role specific 
training 

• Being customer focussed (delivering good customer service) 

• Being professional and being respectful 

• Displaying Creative/ Innovative Thinking 

• Being accessible and approachable and encourages good working relationships 

• Being Future focussed, seeing the bigger picture 

• Demonstrating a positive approach to work  

• Creating a work environment which promotes health, safety and wellbeing  

• Regularly monitoring and reviewing performance - recognises and acknowledges good 
performance; deals with under performance and other problems at the earliest 
opportunity 

Other 
requirements 

• Reflect the Schools Vision, Values and Aims within all interactions 
 

 

Our Guiding Principles 
We are all responsible for the culture we work in, and our Guiding Principles help guide what we expect from each other: 

Purpose  We care about our purpose, our people and our city 

Pride We take pride in what we do and work to make things better 

Team One team, one council, one city 

Trust We trust each other and take responsibility 

Value We value each other and recognise a job well done 

 

 

Job Profile Version Date 

 

December 2024 Job Evaluation Number 

 

3835 / 3836 



 

 
 

 

 


