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ST. DAMIAN’S SCIENCE COLLEGE

JOB DESCRIPTION

Receptionist/Clerical Assistant

	Post title


	Receptionist / Clerical Assistant


	Core Purpose


	To assist the Director of Business Services in providing an efficient and effective
reception service for the school.  Ensure the Safeguarding Policy and Visitors Policy are followed when signing-in/out all visitors to school. As the initial point of contact with parents and external visitors, present a professional and helpful welcome to school. Maintain excellent internal and external communication.



	Line Managed by


	Director of Business Services 


	Line Management
Responsibility


	None



	Working time


	Part Time – 36 hours per week, Term Time only, Mon- Friday

	Salary/Grade


	Grade D [point 7 to 10]


	Core
Responsibilities


	Carry out the following tasks jointly with the other colleagues in the office, by liaising with the Director of Business Services:
· To provide the initial point of contact with parents and external visitors, ensuring the Safeguarding Policy and Visitors Policy are followed when signing-in/out all visitors to school.
· To provide a telephone answering service and reception facility for visitors, parents, and students.

· Facilitate excellent internal and external communication to school. 

· To be proficient in the use of computer systems, SIMS, Outlook, and other MS office systems.
· To share in the inputting of pupil information on SIMS.

· To liaise with teachers, pupils, and parents i.e., when sending pupils home
· To share in the administration duties.

· To distribute incoming mail and post internal and external mail.

· Receiving, checking, and distributing deliveries.

· To carry out additional duties as defined by the Headteacher/ Director of Business Services
· Take part in performance management procedures and participate in training and development activities as required.
· To comply with policies and procedures relating to child protection, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person.

· Contribute to the overall aims and targets of the school, appreciate and support the roles of other members of the school work team and attend and participate in relevant meeting as required.



	N.B.
	· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

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

· Be aware of and support differences and ensure all pupils have equal access to opportunities to learn and develop.

· 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. 

· Assist with the supervision of pupils out of lesson times, including before and after school, break and at lunchtime.

· Contribute to the provision of First Aid and the care & welfare of all pupils.

· Assist in covering absent colleagues so that the provision for pupils is maintained.

· Attend and participate in relevant meetings or events (such as Open Evening) as required
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ST. DAMIAN’S SCIENCE COLLEGE

Person Specification
Receptionist/Clerical Assistant
Personal requirements of a successful postholder
Education/Qualifications/Membership of Professional  Institutions (indicate grade)

Good numeracy and literacy skills – to GCSE standard



E

Willingness to undertake programmes of CPD and other training


E

Specialised Training

Training or experience in using relevant software packages (e.g., word/excel/SIMS)
E
First aid training








D

Experience

Clerical / administration experience






E

Working within a school setting






D

Key Skills

Effective use of ICT and other appropriate equipment



E

Use of other equipment technology – e.g., switchboard, PC’s, photocopier

E


Ability to self-evaluate learning needs and actively seek learning opportunities
E

Ability to relate well to children and adults





E

Work constructively as part of a team, understanding the school environment. 

and your own position within this






D

Key Knowledge

General understanding of relevant polices/codes of practice and awareness. 

of relevant legislation within a school setting e.g. Confidentiality, Safety and Security

of pupils, office systems







E
For information

Category (E) – ESSENTIAL - without which the candidate would be unable to carry out the duties of the post.
Category (D) – DESIRABLE FEATURES which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc.

