Ravens Wood School
Job Description – Receptionist/Administrator




Salary Scale: 2 point 3 £27,729 (FTE), actual salary based on 36 hours per week for 40 weeks per year £24,243.
Hours: 36 hours per week (including a one hour unpaid lunch break), 8am – 4.15pm, Monday – Thursday, 8am -4pm Friday
Weeks per year: 40 (term time plus 7 days)
Working hours: 36 (including an unpaid 1 hour lunch break)

Responsible to: Headteachers PA

Staff Supervised: None

Job Purpose:	

To provide a professional, friendly and effective receptionist service to all visitors at the school, and to complete administration tasks as requested, to support the smooth running of the school. 

Specialist areas of responsibility:

Reception/Administration

· Receive visitors/callers to the school, e.g. parents/carers, representatives from outside agencies and contractors, maintaining security, Health & Safety and Safeguarding procedures.  
· Answering incoming phone calls.
· Responding to external and internal emails. 
· Ensure all appropriate safeguarding procedures are followed, e.g. by checking any photographic ID, DBS where applicable, register car registrations and issue Visitor ID badges.  
· Monitor entry to the school through both the front gates/door and the drift entrance, via gate entry system and the CCTV.
· Sign for goods being delivered to the school.
· Dealing with requests and enquiries and taking messages as required.  
· Ensure that any problems/complaints are dealt with immediately or passed on to the appropriate member of staff.
· Fire Marshall – responsible for visitors/staff/student books in case of a fire drill.
· Undertaking general administration duties as requested; this will include the use of Microsoft Office, Microsoft Excel, Power Point and Microsoft Publisher.  (Letters, reports and general correspondence as required).  
· Accessing the school’s information system (BromCom).
· Carry out administrative duties as directed and in a timely manner
· Employees of the Trust must uphold Safeguarding Policies and Procedures

General areas of responsibility

1. Assist in school emergencies as required, including locating relevant staff, contacting emergency services and completing necessary documentation.

2. Undertake any other duties, which may be required, as directed by the line manager, the Headteacher and any other member of the Senior Leadership Team.

3. Participate in training events to ensure knowledge is kept up to date and to continually improve on the support given to other staff, students and stakeholders, e.g.; safeguarding requirements.

4. Attend and actively participate in team meetings and 1 to 1 meetings, sharing ideas.

5. To engage in the school’s annual appraisal and target setting procedures. 

Generic Support Staff Responsibilities:

Be committed to working as part of a cohesive, supportive and forward thinking team of colleagues with a shared vision designed to:

· Raise student attainment so that all students progress to further and higher education and quality employment;
· Place Ravens Wood School and its facilities and resources at the head of the communities it serves;
· Model the highest professional and personal standards to staff and students in all aspects of the role, leading by example and upholding the ethos of the school.
· Employees of the Trust must uphold Safeguarding Policies and Procedures.


All post holders are accountable through Impact Multi Academy Trust Performance Management Policy.

The Governors and Headteacher are committed to safeguarding and promoting the welfare of children and young people and ensuring that safer recruitment procedures are effectively in place.

Note: The job description is not prescriptive and may be changed, in consultation with the post holder, to meet the changing needs of the school.

Job descriptions will be reviewed annually
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