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Job Description and Job Specification
Post title:                          Administrator
Salary:                               Band 5, SCP 4-6
Hours of work:                  37 hours per week, Term time only  
Post status:                       Permanent
Disclosure level:               Enhanced
Responsible to:                Office and Operations Manager

Main purpose of the post: 
To undertake reception duties in the school office, in line with safeguarding requirements. To support with the recording of attendance and making absence calls. Supporting with the recording of school meals, school transport and general administration tasks.
Main Responsibilities:
· Acting as the first point of contact for visitors, staff and supply colleagues. 
· Providing a welcoming and organised reception area.
· Dealing professionally with telephone enquiries and emails.
· Overseeing the signing in process for visitors, whilst complying with safeguarding protocols
· Recording student attendance marks and making absence calls
· Supporting with information relating to school meals
· Supporting with the ordering of items and dealing with goods received 
· Supporting with school transport queries and arrangements
· Undertaking general administrative tasks as directed by the Office and Operations Manager
· 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.
· Contribute to the overall always school ethos/work/aims and work in a professional manner in line with the school’s policies.
Person Specification
Essential Criteria:
· Previous administration experience
· Excellent communication skills and ability to communicate effectively on the telephone, face to face and in writing.
· Ability to prioritise to ensure deadlines are met.
· Ability to work on own initiative and well as working as part of a team.
· Ability to maintain confidentiality. 
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