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SCHOOL ADMINISTRATIVE ASSISTANT & RECEPTIONIST

JOB DESCRIPTION
Main Purpose of the Job

· To be an ambassador for the school when meeting parents and other visitors and to act as a first point of reference when people arrive
· To provide general administrative or financial support to the school. 
· Contribute to the overall ethos/work/aims of the school and meeting the needs of the children

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

· To follow the guidance of the school’s safeguarding policies and procedures

· Responsible under the instruction or guidance of SAO

Tasks
CUSTOMER FOCUS

· ‘Model’ excellent professional relationships with children, parents and other professionals in the school

· Provide an excellent administrative service to all sections of the school community regardless of race, sex, background or age
RECEPTION

· Perform Receptionist duties throughout the school day: acting as first point of reference for, receiving callers, children, parents, visitors and telephone enquiries

· Offer helpful, friendly approachable and professional service at all times and take appropriate action on own initiative, resolving minor matters, referring more serious matters to the  appropriate member of staff
COMMUNICATION


· Adhere to school procedures and ensure that the staff receive messages promptly and accurately

· To undertake reception duties adhering to school procedures, answering general telephone and face to face enquiries and signing in visitors
· Maintain noticeboards, sort and distribute mail

· Prepare weekly Newsletter and send to parents, assisting with paperless methods of communication.
ADMINISTRATION 


· To carry out general administration tasks, as requested by Headteacher, Deputy Headteacher  and SAO 

· Provide general clerical and administrative support eg photocopying, filing, faxing, completing of standard forms, responding to routine correspondence
· Assist with pupil first aid and welfare duties, liaising with parents/staff etc.
· Assist in arrangements for schools trips, events etc.
RESOURCES


· Operate relevant equipment and ICT packages 

· Maintain stock supplies in particular school uniform, cataloguing and distributing as required

· Checking goods, return unwanted items, arrange repair/servicing
· Raise orders where required ensuring that they are inputted onto the school’s financial system
· Undertake general financial administration e.g. collecting dinner money/Nursery fees etc/issue receipts
ADMISSIONS/PUPIL DATA

· Process pupil admissions in accordance with the admissions policy 

· Maintenance of manual and computer records related to pupils, e.g. attendance / punctuality. 

· Produce lists, information and data as required e.g. pupils data

· Undertake word-processing and other computer based tasks

· Maintain and collate pupil reports, records of school meal entitlement and children’s confidential files.
SAFEGUARDING

· Comply with policies and procedures covering: safeguarding, child protection, health & safety and security, confidentiality and data protection
· Contribute to safeguarding the welfare of children in the school

· Maintain the security of property in a way that is consistent with the school’s procedures and legal requirements, reporting any concerns about safety and security to the appropriate person

· Maintain the visitors log book and ensure all visitors and contractors can be identified by wearing clearly visible badges
ACCOUNTABILITY. PERFORMANCE AND LINE MANAGEMENT


· Take responsibility for your work, encourage and accept feedback from your line manager and respond to or adapt to change as required
· Take an active part in the Performance Management process with your line manager, sharing your successes as well as challenges

· Attend and participate in relevant meetings and training as required

