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RECEPTIONIST & ADMINISTRATION ASSISTANT
Job Description

	Post Title:
	Receptionist & Administration Assistant
	Grade:
	LBR3 

	Location:
	RAP
	Hours:
	36

	Responsible To:
	Office Manager
	Weeks:
	44.46



JOB PURPOSE 

To support the Headteacher/Office Manager in ensuring a high level of administration is maintained across the school. Provide front of house services in a friendly and professional manner.

MAIN ACCOUNTABILITIES:
· Provide effective administrative support for the provision.
· Ensure office and reception areas are kept presentable at all times
· Provide Teaching staff with administration support as required.
· Provide minute taking services to the provision as required.
· Ensure compliance with the provisions Health and Safety policy.
· To use the Arbor MIS to record pupil information and provide reports, as required.
· Comply with the Performance Management Policy.
· Comply with all school policies and procedures.
· Maintain and monitor the pupil weekly registers.
· Deal with the start procedures for new pupils.
· Deal with the leaving procedures when pupils leave.
· Ensure compliance with the running of a paperless office.
· Ensure effective communication throughout the school.
· Arrange and minute meetings as required.
· Prepare and distribute letters and reports.
· Maintain stocks and inventory.
· Answer the switchboard and deal with enquiries and emails from staff, parents, pupils and members of the public. 
· Welcome visitors and ensure that they follow the relevant Service procedures.
· Order and monitor the pupil lunches.
· Deal with the daily incoming and outgoing post.
· Follow the provision procedures for administering pupil medicines
· Monitor and maintain stocks of the provisions first aid equipment.
· Undertaking CPD and further research as required to expand own knowledge and skills base. 
· Attending meetings and other events associated with the school. 
· Perform such other duties as directed by the Leadership Team or Office Manager. 

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and we expect all staff to share this commitment and undergo appropriate checks, therefore, all posts within the school are subject to an enhanced Disclosure and Barring Service check.
All adults employed by the school have a responsibility for data protection and have a duty to observe and follow the principles of the GDPR Regulations.
Redbridge Alternative Provision welcomes applications from all, irrespective of gender, marital status, disability, race, age or sexual orientation.
All applicants must be able to provide evidence of their Right to Work in the UK to be considered for this position.


Person Specification

Post: Receptionist & Administration Assistant

E = Essential, D = Desirable, A = Application Form, I = Interview, T = Task
	CRITERIA
	
	E/D
	ASSESSED

	Experience/ 
Knowledge 
	· Experience working in a challenging educational, or equivalent environment
· Successful experience of working with students with social, emotional and behavioural challenges
· IT literate
· An ability to use data to analyse information
· Excellent communication skills
· Training in positive handling techniques
· Knowledge of SEN and impact on behaviour
	D

D

E
D
E
E
D
	A/I

A/I

A/T
A/I/T
A/I/T
A/I
A/I

	Technical job-related skills 
	· Knowledge and experience of strategies to support students with social, emotional and behavioural challenges 
· Ability to work on own initiative and in team 
· Ability to build strong professional relationships with students and staff 
· Use of Arbor or similar MIS
	D


E

E
D
	A/I


A/I

A/I
A/I

	Personal job-related skills 
	· Excellent attendance and punctuality 
· Enthusiasm, personal dynamism, determination and stamina 
· Ability to keep calm and work effectively under pressure 
· Integrity, tact, reliability, emotional resilience, self-confidence and personal presence 
· A commitment to professional standards, quality and continuous improvement 
	E
E

E
E

E
	A
A/I

A/I
A/I

A/I

	Education qualifications
	· L2 (GCSE C or above, or equivalenting) in English and Maths
· Educated to degree level
· Evidence of relevant further, relevant professional development
	E

D
D
	A

A/I
A

	Other Requirements
	· Willingness to be flexible with duties to respond to school’s needs
· A commitment to follow all school policies and procedures
· The ability to adapt to an ever-changing education environment
	E

E

E
	A/I

A/I

A/I




This Job Profile is a guide to the work that you will be initially required to undertake. It may be altered from time to time to meet changing circumstances. All members of staff are expected to carry out any reasonable instruction given by the Headteacher or other such authorised person so as to allow for the effective running of the school. This Person Specification does not form part of your contract of employment.

We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and we expect all staff to share this commitment and undergo appropriate checks, therefore, all posts within the school are subject to an enhanced Disclosure and Barring Service check.
All adults employed by the school have a responsibility for data protection and have a duty to observe and follow the principles of the GDPR Regulations.
Redbridge Alternative Provision welcomes applications from all, irrespective of gender, marital status, disability, race, age or sexual orientation.
All applicants must be able to provide evidence of their Right to Work in the UK to be considered for this position.
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