Job Title: Primary School Admin Support (UAE Nationals)
Location: The Arbor School Dubai
Reports To: Head of Primary
Job Overview:
The Arbor School is seeking a friendly, professional, and organized Primary School admin support to serve as the first point of contact for visitors and callers to the Primary School. This role is essential in ensuring smooth communication between parents, staff, and the wider school community. 
Key Responsibilities:
· Greet visitors and callers warmly and professionally, providing information or directing them to the appropriate staff member.
· Maintain excellent relationships with students, parents, staff, and visitors through helpful and approachable service.
· Ensure staff receive messages promptly and accurately through the correct channels.
· Maintain a Visitors Logbook in coordination with Security, ensuring all visitors wear appropriate ID and lanyards.
· Keep the EYFS Reception area clean and tidy, coordinating with Facilities as needed.
· Assist with the smooth drop-off and pick-up of students, including registering late arrivals and escorting students to class.
· Support the Head of Primary and Designated Safeguarding Lead in managing student attendance, including daily monitoring and follow-up on absences.
· Update attendance records on the school’s MIS and prepare relevant reports.
· Coordinate remote learning arrangements for students requiring this provision.
· Manage parental concerns and complaints, ensuring they are directed to and followed up with the appropriate departments.
· Assist with documentation and compliance for school events and trips.
· Help organise parent and community events and manage event bookings on Outlook calendars.
· Support Parent Relations with school photos and liaise with relevant teams to ensure smooth execution.
· Act as a point of contact for Primary class representatives.
Skills and Qualifications:
· Excellent communication and interpersonal skills, with a friendly and professional demeanor.
· Strong organizational skills and attention to detail.
· Ability to manage multiple tasks efficiently and remain calm under pressure.
· Proficient with basic office software and willing to learn school management systems.
· Commitment to safeguarding and promoting the welfare of children.
Preferred Qualifications:
· Experience in a school environment.
· Knowledge of safeguarding policies and attendance procedures.
· Flexibility to support occasional events and varied school schedules.
Why Join Us?
· Become part of a warm, inclusive, and forward-thinking school community.
· Play a vital role in supporting the Primary School’s smooth operation and welcoming atmosphere.
· Work in a collaborative and supportive environment.

