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JOB DESCRIPTION
Job Title:			Receptionist and Admin Assistant	

Line Manager:		Office Manager

Working Hours:	Monday to Friday - 36 hours per week (Term Time Only plus 1 week) (Including designated INSET days & 5 days to be worked last week of summer break)

Working Pattern:		Monday-Thursday: 7.45am – 3.45pm
		Friday: 7.45am – 3.30pm  
(Includes 45 min unpaid daily

			
Key Responsibilities:
[bookmark: _Hlk131334329]Working in a busy school reception environment and will be friendly and welcoming as the first port of call for parents and visitors to the school, conducting themselves in a professional manner at all times; maintaining discretion, tact, diplomacy and confidentiality.  This will be subject to regular interruptions and changing priorities, but there should be no significant disruption to the overall completion of the task. There may be times that the postholder will be required to cover absence colleagues with the Student Reception area. 
Main Duties and Responsibilities
· To provide an efficient, professional and appropriate front-line service for staff, parents/carers, pupils and visitors, adhering to the school’s safeguarding procedures. 
· To maintain the security and first-class presentation of the Reception area and its immediate external environment, ensuring availability of key information for visitors, and that the Reception area is adequately equipped with the necessary resources.
· To maintain a staff presence at the Reception desk in conjunction with other members of administrative team.
· To undertake a range of administrative tasks, proficiently using the school’s software programmes and Microsoft Office, Arbor etc.
· To operate the school’s telephone system, including taking and delivering messages in a courteous and timely manner, transferring calls and contacting parents and outside agencies as appropriate.
· To update and maintain the Reception calendar for all external visitors and meeting room bookings.
· To maintain the school’s visitor registration system (Inventry) ensuring all staff, students, contractors and visitors are provided with the appropriate visitor lanyards and all safeguarding checks are undertaken.
· To liaise closely with Student Reception regarding arrival and departure of students out of normal expected times, i.e. students arriving late or leaving early for appointments.
· To record, stamp/frank and post outgoing mail.
· To process the return of confiscated items to parents.
· To ensure all personal data is handled and stored confidentially in line with current GDPR regulations.
· In the event of an emergency evacuation, ensure all visitors are accounted for and accompanied to the relevant muster point.
· To be vigilant to the safety and welfare of students, staff and visitors and follow all safeguarding guidelines.
· To be a trained First Aider.
· To carry out other duties as required which are commensurate with the grade of the post and as requested by the line manager.
· To note and comply with all school policies and procedures, reporting all concerns to the appropriate person.
· To undertake any training applicable to the role as directed by the school.
· The post is subject to interruptions according to the demands of the school and the postholder should be aware that tasks may need to be re-scheduled
· To undertake such duties as are within the scope and the spirit of the job purpose, the title of the post, and its grading, as directed by Line Managers.
· To ensure all personal data is handled and stored confidentially in line with GDPR and school policy

SAFEGUARDING

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies
· To undertake compulsory Child Protection/PREVENT Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.
This job description is current at the date below, but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the role and the grade.
The duties and responsibilities in this job description are not exhaustive and may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.  


Print Name: ………………………………………………
Signed: ……………………………………………………	Date: ………………………………
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