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Job Description


Job Title:	           Receptionist/Administrative
Grade:		           Grade H Point 14 – 19 £25,409 - £27,852 pro rata to weeks worked 
Hours:		           8.00am – 5.00pm Term Time Only plus 2 weeks 
Responsible to:       Operations Manager 

Job Purpose: 
To ensure the efficient and effective management of the school switchboard and undertake general reception duties. The post holder will also provide general administration support in the office. 
	
MAIN DUTIES AND RESPONSIBILITIES:

	
	To be responsible for the signing in of visitors to the school and to communicate with courtesy and clarity to all staff, pupils, parents and carers , visitors, outside agencies and the wider community , including answering the telephone and face to face.


	
	Respond to correspondence from both standardised and non-standardised information.  E.g. acknowledgements, requests for information.  Open, sorts and distribute incoming post and ensures despatch of outgoing post.


	
	Operation of office equipment, e.g. Telephone, walkie-talkies and photocopier.


	
	Input information into database (e.g. SIMS) and/or spread sheets, extract information as directed.


	
	To assist with the effective provision of school meals through the operation of efficient clerical assistance.


	
	Assist with pupil welfare matters, including contacting parents and staff.


	
	To liaise with and answer standard enquiries by telephone or in person from parents / students / Trustees / community users / other employees, giving and resolving non complex queries within areas of responsibility.


	
	Produce a range of documents from a variety of sources, using various software packages (e.g. word, excel, publisher) and take notes of meetings


	
	Maintain manual and computerised records after familiarisation with filing systems in accordance with file location, including the school diary.


	
	Provide clerical support, this to include photocopying, filing and email.


	
	To fully understand all aspects of SIMS operation in order to ensure its efficient and effective use within the school.


	
	Input information into database (e.g. SIMS) and/or spreadsheets, extract information as directed.


	
	Carry out administrative tasks, processing work and equipment order, maintaining and collating pupil records.


	
	Be prepared to undertake professional development and training including whole school inset.


	
	Undertake any other clerical duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.

Attend and minute meetings, where required, to assist the Principal

Organise and prioritise various tasks and work to a deadline, ensuring the school does not experience delays in communication.

Maintain an accurate system for collecting, recording and providing receipts for a variety of goods and services provided by the school, e.g. school enrichment, clubs, transport, uniforms, school meals and voluntary contributions.


	
	Carry out duties placed on staff by Health and Safety legislation.


Follow and uphold the GDPR and Data Protection Act 2018 and the school’s Data Protection Policy


	
	Adhere to all Health and Safety policies agreed by the school’s Governing Body.



SPECIAL FACTORS:

Subject to the duration of the need, the special conditions given below apply:

(a)	The nature of the work may involve the postholder carrying out work outside of normal working hours.
(b)	The postholder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the service.
	(c)	This post is subject to a check being carried out at an Enhanced level by the Criminal Records Bureau regarding any previous criminal record.

This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed periodically to ensure it remains appropriate for the role. The postholder must also undertake other duties within his/her competence or otherwise appropriate to the grading of the post as required. The postholder must comply with the school’s Equality Policy, Safeguarding Policy and Health &Safety Policy, and complete enhanced disclosure forms. 

All duties and responsibilities must be carried out with due regard to the School’s Health and Safety Policy. Post holders will be accountable for carrying out all duties and responsibilities with due regard to the School’s Equal Opportunity Policy. Duties which include processing of any personal data must be undertaken within the Schools date protection guidelines. 

	Signature of Post holder: 
 
	 
	Date: 
	



  Signature of Principal:                                                                            Date























Person Specification 	Position:  Receptionist 


	
	Essential
	Desirable
	How assessed

	Qualifications

Good general standard of education.

Attended SIMS training.

ICT qualification 
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	Experience

Previous working in a school setting.

Use of ICT applications relevant to the post, i.e. Word, Excel, Access, Power Point, Publisher.

Experience of working in a reception and operating a switchboard.

Experience of dealing with queries form parents, children and the public.

	













	













	

App/Ref

	Knowledge

Understanding of the importance of confidentiality and an appreciation of the implications of the Data Protection Act.

Understanding of the context in which schools are operating.  An understanding of Health and Safety issues relevant to the post.
	



	











	

	Skills/Attributes

Word processing and ICT skills – able to use a range of database and software packages.

Literate – excellent standard of grammar, punctuation and spelling.

Numerate – able to receive and record cash.

Excellent interpersonal skills – able to deal with a variety of people, including students, where necessary, sensitively, emphatically and, when necessary, assertively.

Able to make judgements about processing calls and correspondence (e.g. filtering, passing on to other staff, etc).

Good communication skills – both oral and written.

Good time management skills – be able to prioritise work.

Able to be assertive when necessary, to achieve appropriate priorities and outcomes.

Able to keep calm in difficult situations.

Able to operate effectively as a member of a team and with minimum supervision.

Loyalty and dependable.

Self-motivated.

Flexible – to meet peaks and flows of work.

Willingness to undertake training.

Commitment to Equal Opportunities.

	














































	
	

	General Circumstances

Attendance - evidence of regular attendance at work

An understanding of, and commitment to, Equal Opportunities, and the ability to apply this to strategic work and day-to-day situations
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	Factors not already covered

Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Disability Discrimination Act 1995.
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