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JOB DESCRIPTION
	Job Title:
	Clerical Assistant / Receptionist

	Grade:
	Scale 2  

	Contractual Hours:
	Full Time

	Reports to:
	Administration Officer / PA to Head of School

	Responsible for (staff):
	NA

	Main purpose of the Role

	To provide routine general clerical or administrative support to the Academy under the direction or instruction of senior staff.



	Core Responsibilities & Tasks

	1. Undertake reception duties, answering routine telephone, face to face enquiries and signing in visitors.

2. Assist with arrangements for external visitors e.g. school nurse, photographer etc. ensuring that appropriate safeguarding checks are in place.

3. Assist with student first aid and welfare duties, including looking after sick students, liaising with parents/staff etc. and use specialist skills to undertake the administration of medication.
4. Provide routine clerical support e.g. word processing, photocopying, filing, faxing, emailing, completion of routine forms, registers, school meals etc.

5. Maintain manual and computerised records/management information systems.

6. Sort and distribute mail, including franking and recording external mail (where appropriate) in time for collection.
7. Undertake routine financial administration e.g. collect and record money for school trips handling small amounts of cash, etc.
8. Arrange orderly and secure storage of supplies.




	Corporate Responsibilities

	· The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

· To pursue and promote the achievement and integration of diversity and equality of opportunity throughout the Academy’s activities 

· To plan, monitor and review health and safety within areas of personal control

· To participate in the Academy’s Performance Management process and engage in continuous professional development and networking to ensure that professional skills and knowledge are up to date

· To maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues


	Additional Notes

	· The job purpose and key statements remain indicative and by no means exclusive. Given the evolving needs of the Academy, flexibility among staff is very important.  All staff may be required to undertake other such reasonable duties as may be required from time to time in line with the grade of their post.

· An Enhanced DBS Check will be requested on successful application to a position at the Academy 

· The Trust operates a no smoking policy
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