	JOB DESCRIPTION



	Title:
	Receptionist/Administration Assistant 



	Grade:
	Grade 5 - 37 hours per week (Term-time only) plus 5 days 



	Responsible to:
	Headteacher/Deputy Headteacher/Office Manager



	Responsible for:
	The post holder has little or no supervisory responsibilities other than assisting with work familiarisation of other employees, including new employees



	Purpose:
	To support and promote the ethos of the school in all interactions and communication. 
Under the instruction/guidance of senior staff, provide general, clerical, administrative and financial support to the whole school. 
To be responsible for promoting and safeguarding the welfare of children within the school. 
To ensure that your role supports the school’s core purpose of Learning and Teaching both efficiently and effectively.



Main Duties and Responsibilities:
	Organisation: 
· To undertake reception duties, answering telephone queries, face-to-face enquiries and signing in visitors.
· To undertake first aid and welfare, administering first aid and medication, looking after sick and injured pupils, liaising with parents, staff etc. 
· Provide general advice and guidance to staff, pupils and others. 
· Undertake arrangements to support the facilitation of school trips, events etc.
· To undertake arrangement for visits by school nurse, photographer etc.
· Supporting school with its safeguarding arrangements.
· To appreciate and support the roles of others as required. 

Administration 
· To provide routine clerical support e.g. photocopying, filing, complete standard forms, emailing and respond to routine correspondence. 
· To carry out administration, financial and legal processes in relation to educational visits, extended school clubs and dinner money
· To maintain manual and computerised records/management information systems.
· To undertake typing, creating Microsoft form documents and other ICT based tasks. 
· To act as clerk at Governors meetings as required. 
· To carry out basic human resources administration tasks including sickness monitoring

Resources 
To operate and be fully conversant with relevant equipment/ICT packages (e.g. SIMS which will include Attendance, HR and Census, ParentPay, Word, Excel, databases, spreadsheets, internet). 
· To check incoming orders for accuracy in-line with financial regulation requirements  

Responsibilities 
· To be aware of and comply with policies and procedures relating to child protections, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To adhere to school health and safety policy including risk assessment and safety systems. 
· To adhere to school policy on equality and diversity. 
· To contribute to the overall ethos/aims of the school. 
· To participate in training opportunities and professional development as required.
· To undertake similar clerical duties commensurate with the level of the post as required by the school.
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