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THE GATWICK SCHOOL
Administration Assistant and Receptionist
Job Description

Job Title: 

Administration Assistant and Receptionist
Reporting to: 

The Head of HR and Administration 

Location: 

The Gatwick School
Type of position: 
Permanent – Part Time
The Role

To assume the role of Administrative Assistant and Receptionist, ensure appropriate safeguarding administration of visitors and support the Executive Headteacher, Head of School and staff in running a safe, efficient and welcoming school. 
Main Responsibilities
Reception
· Receive telephone calls and redirect as necessary. Deal with telephone enquiries.
· Maintain visitors safeguarding administration.  

· Assist school community with all general enquiries. 

· Maintain a tidy and informative reception area.

Office Organisation

· Maintain external mail receipt and posting service.

· Provide administrative support to the school community as required.

· Administer the internal mail system.

· Administer the school trips system. 

Regular administration

· Type and copy short in-house programmes for events

· Help provide an orderly, friendly and calm environment for parents, staff, children and visitors. 

· Assist with all aspects of arrangements for visitors to the school, school outings, staff courses, student medical examinations, school photographs, etc.

· Keep abreast of future events and organise requirements including catering requests, invitations, etc. 

· Deal with daily routines; communicate with parents and classroom teachers regarding attendance, absences, illnesses and collection arrangements, prioritising where necessary. 

· Open and sort incoming mail, notifying mail recipients of its arrival. 

· Support the school Head of Administration to develop and deliver a Public Relations service to the school both externally and internally, including development of external links and opportunities for marketing 
Child Protection

Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.

All members of staff must comply with the School’s Safeguarding & Welfare Policy which is posted on the staff intranet. If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety and welfare of our pupils, these concerns must be reported immediately in accordance with the policy. 
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