


General Admin / Receptionist
                       Job Description

	Post Title:
	 General Admin / Receptionist 




	Salary:
	 Grade 2 - Points 3 - 8 (FTE: £24,027 -£25,992)  

 Actual: £21,656.30 - £23,427.42






	Working Time: 
	Permanent, full time
36.5 hours per week 
TTO + 2 weeks (47.65 weeks)

	Required from: 
	 May 2025 

	  Disclosure level: 


	 Enhanced 



	Purpose:
	· To provide full administrative support to the Exams and Cover Manager
· To provide a welcoming reception service and general clerical support to staff around the school.
· To ensure the maintenance of accurate and up-to-date information on the academy MIS system and all paper-based records
· To manage specific pieces of work to meet objectives, ensuring that relevant policies and procedures are followed
· To ensure effective communication as appropriate with all stakeholders

	
	

	Reporting to:
	Exams and Cover Manager

	

	MAIN (CORE) ACCOUNTABILITIES

	






























	· Deal with telephone and face to face queries
· Ensure that all paperwork relating to students is filed correctly and in a timely manner
· To ensure the maintenance of accurate and up-to-date information on the academy MIS system and all paper-based records
· Answer telephone calls through the main school switchboard, taking messages and transferring calls to the appropriate person
· Supporting in the sending of letters and whole school postal runs
· Operating the academy’s text messaging system
· Assisting in reprographics during busy times
· To cover reception either am or pm
· Ensure all messages are dealt with in a timely and accurate manner
· Deal with incoming and outgoing post
· To maintain the security and safeguarding of the academy by controlling access and ensuring the completion of relevant safeguarding procedures i.e., signing in, DBS checks and identification badges/lanyards
· To continue personal development as agreed
· General administrative duties such as photocopying, filing, emailing and the completion of routine forms
· Providing hospitality to visitors
· To enter and edit student attendance marks
· To provide administrative support at open evenings and parent’s evenings throughout the academic year
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Other expectations:
	· To produce reports from the MIS under the direction of the Exams and Cover Manager
· Book rooms for visitors, meetings, and staff as and when required 
· To follow academy policies and procedures, including but not limited to the office
· To actively engage in duties at break time and lunchtime around the academy where directed.
· To ensure effective communication as appropriate with all stakeholders
· To keep up to date with changes at the academy through attendance at staff briefing, teams’ meetings and regular checking of emails
· To play a full part in the life of the academy community, to support its ethos and to encourage staff and students to follow this example
· To engage actively in the performance development review process.
· To follow the academy policies and procedures, including but not limited to the office procedures and protocols
· Prioritise own work according to the academy needs, ensuring accuracy and attention to detail.
· Any other duties commensurate with the role.


· To set an example of personal integrity and professionalism
· A responsibility of promoting, safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.
· To ensure all tasks are carried out with due regard to Health and Safety
· To keep up to date with changes at the academy through e-mails, staff briefing notes and attendance at relevant meetings
· To play a full part in the life of the academy community, to support its ethos and to encourage staff and students to follow this example
· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description
· Comply with the academy’s requirements for and commitment to the Safeguarding of Children.






	
	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
This job description is current at the date shown, but in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title. 
The academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.








Administrative Assistant 
	PERSON SPECIFICATION

	Essential
	Desirable

	QUALIFICATIONS

· 5 GCSE A*-C (or equivalent) including English and Maths.
	

✓
	




	EXPERIENCE

· Previous work involving the use of MS Excel, Word and other office suite programs to present and manipulate data.
· Use of SIMS.

	

✓


	



✓



	SKILLS, KNOWLEDGE AND APTITUDE

· Excellent interpersonal and organisational skills.
· Competent in the use of IT.
· Willingness to be flexible and adapt working hours to respond to the needs of the role.
· Good communication skills both verbal and written.
· Strong literacy skills.
· Ability to work under pressure and to meet deadlines.
· Ability to work on own initiative with minimum supervision.
· Ability to recognise the need for and maintain a high degree of confidentiality.
· Ability to work effectively as part of a team.
· Ability to work meticulously with a high level of attention to detail.

	

✓
✓
✓

✓
✓



✓
✓

✓

	








✓
✓


	FURTHER QUALIFICATIONS/PROFESSIONAL DEVELOP

· A commitment to your own personal development.

	


	

✓


	EQUALITY AND DIVERSITY

· Understand and promotes the principles of equality and diversity

	


	

✓

	SAFEGUARDING

· Understand and promote the principles of safeguarding children.

	


	

✓

	OTHER 

· Willingness to play an active part in school life.

	

✓
	


Person Specification
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