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 The Administrative Officer serves as the backbone of school operations, managing 

records, finances, resources, communication, and daily workflows. However, their ability 

to perform well and deliver results does not depend solely on their skills or effort. It is 

deeply influenced by the leadership style, guidance, and support provided by the School 

Head. The relationship between them directly determines how effective, motivated, and 

productive the Administrative Officer can be. 

Here is how the School Head shapes the Administrative Officer’s performance: 

Clear Vision and Direction 

 When the School Head sets clear goals, priorities, and guidelines, the 

Administrative Officer works with focus and purpose. Understanding exactly what needs 

to be done and how to align tasks with the school’s mission eliminates confusion, reduces 

errors, and speeds up work. Conversely, vague instructions, frequent changes in 

direction, or undefined objectives lead to delays, wasted effort, and uncertainty, making 

it difficult to deliver quality results. 

Trust and Delegation 

 A School Head who trusts and delegates authority empowers the Administrative 

Officer. When given the freedom to manage processes, make appropriate decisions, and 

solve problems within their scope, the officer becomes more proactive, confident, and 

accountable. This builds ownership and keeps operations flowing smoothly. On the other 
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hand, excessive control, micromanagement, or constant interference slows work down, 

kills initiative, and makes the officer feel that their expertise and judgment are not valued. 

Communication and Feedback 

 Open, honest, and timely communication is essential. When the School Head 

shares necessary information, listens to concerns, and provides clear feedback—both 

appreciation and constructive advice—the Administrative Officer can adjust, improve, 

and perform better. Regular updates ensure alignment with school needs. Poor 

communication, lack of consultation, or ignoring suggestions creates gaps, 

misunderstandings, and errors that affect service delivery. 

Support and Empowerment 

 When the School Head provides the necessary resources, authority, training, and 

backing, the Administrative Officer executes duties smoothly. Having the leader’s 

support when dealing with staff, parents, or partners gives the officer confidence and 

credibility. A supportive leader also removes barriers and creates an environment where 

administrative work is respected as vital to education. Without this support—whether in 

resources or moral backing—tasks become harder, progress is limited, and effectiveness 

drops significantly. 

Leadership Style and Workplace Culture 

 The School Head’s attitude, values, and behavior set the tone for the entire office. 

A leader who leads by example—with integrity, fairness, consistency, and respect—

inspires the Administrative Officer to work with equal dedication and professionalism. 

A positive culture boosts morale, reduces stress, and encourages commitment. However, 

if leadership is inconsistent, unsupportive, or discouraging, it lowers motivation, creates 

tension, and leads to low productivity. 

 



  

 

3 June 2026 

Publications 

 
 The School Head is not just a superior; they are the key factor that enables or limits 

the Administrative Officer’s effectiveness. Good leadership transforms the officer into a 

strong partner in school success, making operations efficient, organized, and responsive. 

Poor leadership, no matter how capable the officer may be, hinders performance and 

holds back the school’s progress. 

 When the School Head leads with vision, trust, support, and respect, the 

Administrative Officer can give their best—ensuring that administration truly serves the 

goal of quality education for every learner. 
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