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	KING EDWARD VII SCHOOL 

JOB DESCRIPTION



	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	King Edward VII School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SERVICE AREA


	KING EDWARD VII SCHOOL 

	POST TITLE
	Receptionist/Administrative Assistant

	SALARY RANGE
	Grade 3

	RESPONSIBLE TO
	The Business Manager with functional responsibility to the Office Manager

	RESPONSIBLE FOR
	N/a

	HOLIDAY AND SICKNESS RELIEF
	Other members of the Administration teams

	PURPOSE OF JOB
	To act as the first point of contact for students, parents, visitors to the School.

To provide an efficient reception service for the School site.
To undertake general administrative and clerical duties.




	JOB DESCRIPTION FOR POST OF:- Receptionist/Administrative Assistant

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


King Edward VII School is a very large 11-18 comprehensive school operating on two sites. The provision and continuing development of the School’s reception and administration service is fundamental to its future effectiveness and success. 

DUTIES AND RESPONSIBILITIES

Organisation
· To be the first point of contact for parents and visitors to the School dealing with enquiries by telephone, email and in person.
· To assist students, parents and visitors with their queries and direct them to the relevant personnel within the School in a courteous and helpful manner.  
· To assist in arrangements for school trips, events etc.
· To arrange hospitality where appropriate

Administration

· To work as part of a team of support staff in providing a high level of administrative support to the School.

· To undertake general administrative and clerical duties typified by the following:

· Copy typing and word-processing using Microsoft Office

· Data entry using Microsoft Office, SIMS.net

· Filing

· Mail distribution/franking

· Photocopying

· To provide general clerical support where appropriate to teaching, technical, catering and premises staff.

· To take, produce and distribute minutes of meeting and committees as necessary

· To collect and record appropriate statistics as required
	· Maintain manual and computerised records/management information systems
· Produce lists/information/data as required e.g. student data

· Undertake typing and word-processing and other IT based tasks
· Take notes at meetings
· Undertake administrative procedures 
· Maintain and collate student reports

Resources

· Operate relevant equipment/ICT packages (e.g. word, excel, databases, spreadsheets, Internet)

· Maintain stock and supplies, cataloguing and distributing as required

· Operate uniform/snack/other ‘shops’ within the school

· Provide general advice and guidance to staff, pupils and others

· Undertake general financial administration e.g. receiving monies


	Responsibilities



	· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Any other duties and responsibilities that do not change the character and purpose of this post as may be required by the Headteacher.




The post holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
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