

SACRED HEART SCHOOL ROEHAMPTON

JOB DESCRIPTION 

RECEPTIONIST / ADMIN ASSISTANT
Job Purpose

To provide an efficient and friendly Reception service to the school. To handle a range of administrative processes, providing support to the administration team.
Main Duties

1. To provide a friendly, welcoming service to visitors to the school. Ensuring that the reception area is staffed at all times.
2. Carry out school security procedures. Operate external and internal door systems for pupils and visitors to the school to ensure security of the school is maintained. Make sure visitors sign in appropriately and are provided with and wear visitor badges.
3. Answer telephone calls and deal with routine telephone and face-to-face enquiries.
4. Record all telephone messages and deliver to the appropriate member of staff taking into account confidentiality and working environment.  Check answer-phone regularly and deal with messages appropriately.

5. Regularly check emails sent to the school’s general email address and forward messages to appropriate staff as necessary.

6. Open incoming mail, date stamp and distribute as appropriate.

7. Receive and check in deliveries and collate appropriate paperwork ready for invoicing.
8. Schools cashless system administration.
9. Print/collate/distribute correspondence and information for parents (e.g. educational visits, newsletters) via pupil post as required.
10. Maintain manual filing systems as directed.
11. Maintain the office stock cupboards and requisition as appropriate.
12. Provide administrative support and/or cover as circumstances dictate as directed by the SBM/HT
Responsibilities

1. To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to your role within the school

2. To attend regular staff meetings, team briefings, training courses and INSET days as required

3. Be aware of and comply with policies relating to child protection, health and safety, equal opportunities, confidentiality and data protection and reporting any concerns to the nominated individual

4. Contribute to the overall ethos of the school.

As the Sacred Heart School is a Catholic School the Receptionist should also endeavour to maintain and develop the Catholic character of the school.
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PERSON SPECIFICATION
	Criteria
	Essential
	Desirable



	Qualifications and Training
	
	

	GCSE (or equivalent) qualifications at Grade C or above in Maths and English.  Or qualified by relevant experience.
	x
	

	Experience, Skills and Knowledge
	
	

	Experience of customer service
	x
	

	Experience of working in education
	
	x

	Experience of working with children
	
	x

	A commitment to safeguarding and the welfare of children
	x 
	

	Competent computer user, including MS Office and Outlook
	x
	

	Strong administrative skills
	x
	

	Highly organised and able to maintain accuracy and attention to detail
	x
	

	Excellent communication skills – verbal and written
	x
	

	Ability to work both independently and as part of a team
	x
	

	Understand the importance of health and safety, confidentiality and data protection
	x
	

	Willing to undertake further training and development
	x
	

	
	
	



