Helen Parker
Bristol     |     t: 07700 900815     |     e: helen.parker@example.com
Personal statement
School administrator with ten years’ primary and secondary office experience. Maintain pupil records, support attendance follow-up and help parents, pupils and visitors receive a clear response. Confident using Arbor, SIMS and Microsoft Office, with a calm approach to competing demands and careful handling of confidential information.
Skills
· Arbor pupil records, attendance updates and school reports
· SIMS experience; Word letters and Excel tracking sheets
· Reception, parent communications and visitor arrangements
· Admissions paperwork, purchase orders and trip administration
· School safeguarding training and confidential record handling
Work history
School Administrator
Meadow Vale Primary School, Bristol	Sept 2021 – Present
· Support a two-person office at a primary school with 320 pupils, handling reception, daily enquiries and administrative work for the headteacher.
· Maintain Arbor records, follow up unexplained absence under school procedures and prepare attendance information for the attendance lead.
· Coordinate new-starter forms, parent messages, trip consents and purchase-order paperwork; check pupil data ahead of census review by the business manager.
· Introduced a tracked admissions checklist for 46 new starters; missing contact forms fell from 12 to three compared with the previous intake of 45 pupils.
School Office Assistant	
Avonbrook Secondary School, Bristol	Sept 2016 – Aug 2021
· Provided reception and office support in a secondary school with around 850 pupils.
· Updated SIMS contact and attendance records, prepared letters and maintained appointment diaries.
· Recorded absence messages and passed unresolved queries to the attendance team.
· Checked visitor arrangements, issued badges and referred concerns through the school’s agreed reporting route.
· Helped arrange supply cover, confirming bookings and passing daily information to the cover coordinator.
· Created a shared enquiry log that reduced duplicate parent callbacks during a six-week office review.https://www.freecvdownload.com
Business Administration Apprentice
West Bristol Community Partnership	Sept 2014 – Aug 2016
· Completed an apprenticeship while supporting a community organisation’s office and reception.
· Booked rooms, maintained contact lists and prepared meeting papers.
· Processed invoice paperwork and checked booking details against the diary.
· Handled telephone enquiries and directed visitors to the appropriate colleague.
Qualificationshttps://www.freecvdownload.com
Level 3 Diploma in Business Administration
Workplace apprenticeship	2016
· City & Guilds qualification completed through a workplace apprenticeship.
· 8 GCSEs, including English and Mathematics at grade C or above, 2014.
· Emergency First Aid at Work training, 2025.
School-office development
School and trust training	2024 – 2026
· Arbor pupil records and reporting, 2024; annual safeguarding and data-protection updates, most recently September 2026.
Hobbies and interests
· Gardening: Growing vegetables at home.
· Reading: Taking part in a local book group.
· Swimming: Regular sessions at the community pool.
Additional informationhttps://www.freecvdownload.com
Experienced in term-time working, including INSET days and preparation before pupils return.
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