


RECEPTIONIST & ADMINISTRATIVE ASSISTANT

JOB DESCRIPTION
Grade: Scale point 4
Purpose of the Job
To be responsible for the efficient administration of specified data systems.  
To ensure that visitors, parents pupils and staff are received in a friendly, efficient and helpful manner, whether personally, on the telephone or through all forms of written correspondence.
Designation
The Receptionist and Administrative Assistant will work as part of the office team under the direction of the Heads and School Business Manager.

Tasks
RECEPTION DUTIES
· To be responsible for the signing in of visitors to the schools and to communicate with courtesy and clarity to all staff, pupils, parents, carers, visitors, outside agencies and the wider community, including answering general telephone & face to face enquiries

· To ensure that all pupils who are marked as absent on the registers are accounted for 
· To make first day response calls to parents/carers regarding absence prioritising vulnerable pupils and pupils to travel to school unaccompanied
· To manage the outgoing and incoming post and ensure it is distributed correctly
· To check that all goods arriving are correct and the appropriate persons notified of their availability
· To contact parents regarding bumped heads & illness
· To be responsible for answering the school telephones
· Deputise for absent colleagues as part of the office team
· To support parents/carers with the use of Wisepay to make payments and book clubs
GENERAL OFFICE DUTIES
· To ensure that the school office is maintained as a safe and efficient environment for those working there and visiting
· To ensure that the stocks of office stationery are maintained at an adequate level and stored appropriately and raise orders when more stock is needed
· To ensure the photocopier is operational on a daily basis, calling engineers when necessary, and managing paper stock, ordering more when needed
· To assist in keeping the schools’ diaries up-to-date

· To file and retrieve documentation as appropriate
· To work in a positive and flexible manner with other members of the office team
· Administer medicines when required
· Assist with the schools newsletters when required
· Administer incoming job applications and request references as required
ADMINISTRATION OF DATA SYSTEMS
· Update pupil records when advised of changes

· Assist with arrangements for visits by school nurse, photographer etc.
· Act as Attendance Manager, managing data, including registers, the late book and early departures during the day and monitoring attendance
· Undertake routine financial administration eg. Uniform sales

· Ensure any money given to the office by staff, parents or the PTFA is receipted, adequately labelled, put in the safe and the safe spreadsheet updated

· Undertake any photocopying, production of letters, contacting parents etc., as requested by teaching staff
· Update SIMS with staff attendance and training data
TRAINING
· Undertake such training as may be necessary for the efficient discharge of this post

· Be willing to act as a first aider if necessary
RESPONSIBILITIES
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos, work and aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required

· Participate in training and other learning activities and performance development as required

· Respond to any concerns in relation to safeguarding and/or child protection

PERSON SPECIFICATION
EXPERIENCE

· General clerical/administrative work
· Experience of using Capita SIMS is useful although full training will be available

QUALIFICATIONS

· NVQ Level 1 or equivalent qualification or experience

KNOWLEDGE AND SKILLS
· Excellent interpersonal skills

· Good numeracy/literacy skills

· Excellent telephone manner

· Ability to deal tactfully & confidentially with telephone callers & visitors
· Ability to maintain absolute confidentiality of information concerning pupils, their families and home circumstances

· Ability to remain calm, composed & flexible within a busy & demanding office environment
· Able to relate well to children and adults

· A confident knowledge and ability of using Word, Excel and Outlook 

· Good typing and keyboard skills

· Ability to undertake a wide range of clerical, administrative and general duties

· Able to work in an organised manner and manage own time effectively
· Able to work accurately with good attention to detail

· Able to work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Commitment to the schools’ Equal Opportunities Policy
OTHER
· Willingness to occasionally work outside of contractual hours for which payment or time off in lieu will be given
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