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POST TITLE: Administrative Assistant/Receptionist

RESPONSIBLE TO: Academy Office Manager

GRADE: Band 4 (SCP 6)

WORKING WEEKS: 37 hrs/wk - Term time plus +1 week (39 weeks)
PURPOSE OF POST: Under the guidance of senior staff, to work as part of an

efficient school administration team providing support

MAIN DUTIES / RESPONSIBILITIES

1. To act as the first point of contact and deal with enquiries by telephone, email and/or face
to face. Ensuring that they are dealt with effectively e.g. answering routine queries,
directing enquiries and taking messages where appropriate.

2. To ensure that all visitors to school are received courteously, punctually and in-line with
school security procedures.

3. To assist with the maintenance and update of manual and computerised records /
management information system.

4. Liaising with staff and outside agencies as appropriate, including booking room/venues as
appropriate.

5. To receive money from pupils, parents / carers and other parties and issue receipts as
necessary.

6. To create/raise purchase orders as necessary.

7. To support with the planning, preparation and execution of progress evenings and other
events that are delivered in school.

8. To assist with inputting data and producing reports on Arbor.

9. To assist with pupil first aid / welfare, including looking after unwell pupils and liaising with

parents / staff etc.
10. To administer medication and ensure stock level and dates are accurate.

11.  To provide administrative support including using photocopiers, filing, completion of forms,
registers, school meals and educational visits.

12.  To sort incoming and outgoing mail and distribute across the school as appropriate.
13.  To undertake typing and word-processing and to write basic letters accurately and in a
timely manner as required by senior staff.
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14.  Receiving, recording and arranging distribution of deliveries.
15.  To provide assistance to other members of staff as required.

16. To participate in relevant school activities and processes including performance
management, attendance at staff meetings, involvement in CPD sessions and school
functions as required.

17.  To respect confidential issues linked to home / pupil / teacher / schoolwork and to keep
confidences as appropriate.

18.  To undertake any other relevant duties commensurate with the grading of the post which
may be required by senior staff.

19.  To support and promote the ethos and wider life of the school and to make a contribution
to this shared responsibility.

20.  Ensure that you work in line with all the Academy/Trust policies and procedures and ensure
that you are aware of your obligations under these.

21.  Behave according to the relevant Trust Code of Conduct and ensure that you are aware of
your obligations and responsibilities re: conflicts of interest, gifts, hospitality and other
matters covered by the Code.

22. To comply with health and safety policies, organisational statements and procedures,
report any incidents / accidents / hazards and take a pro-active approach to health and
safety matters in order to protect yourself and others.

23.  You are required to safeguard and promote the welfare of children / pupils for whom you
have responsibility, or with whom you come into contact, to include adhering to all specified
procedures.

24.  This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code
of Practice on the English language requirement for public sector workers.

25. This postis subject to an enhanced disclosure. The successful applicant will be subject to
the relevant vetting checks before an offer of appointment is confirmed. Following
appointment, the employee will be subject to rechecking as required from time to time by
the Trust.

26. Any other duties of a similar nature related to this post that may be required from time-to-time.
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PERSON SPECIFICATION
ADMIN ASST/RECEPTIONIST

Key
A Application form including personal statement
S Selection Process including interview
R Employment References
C Certificates
D Enhanced Disclosure and Barring Services Criminal Check
Criteria | Criteria Essential / | Stage
number Desirable | identified
Qualifications
1. Maths and English GCSE (4-9 /C-A* grade) E AC
2. Word Processing, Typing or Business Administration D A,C
qualification
3. First Aid Certificate D A.C
Experience & Knowledge
4. At least 6 months’ previous administrative experience E ASR
gained in a busy environment
5. Knowledge of Data Protection requirements and E AS.R
ability to maintain confidentiality
6. Experience of face-to-face and telephone reception E AS.R
duties
7. Awareness of child protection issues D AS.R
Skills
8. Ability to relate to and communicate effectively with a E ASR
range of people including children and adults
9. Ability to work successfully at part of a team E AS.R
10. Ability to maintain accurate records with good E ASR
attention to detail
11. IT literate and capable of using MS Word, Excel and E ASR
Office packages




Criteria | Criteria Essential /| Stage
number Desirable | identified

12. Ability to greet visitors to the school in a welcoming E AS
and professional manner

13. Experience of using Arbor D AS

Personal Attributes

14. Willingness to engage with appraisal, development E S, R
and training opportunities and apply the knowledge
and skills gained

15 Ability and commitment to understand and comply E S
with school and Trust policies and procedure

16. Ability to promote fairness and demonstrate high E S, R
personal standards

17. Self-motivated and enthusiastic approach to work E S, R

18. Ability to deal with issues in a calm and professional E S R
manner ’

Special Requirements

19. Commitment to safeguarding pupils and suitability to E D
work with young people

20. Ability to form and maintain appropriate relationship E D
boundaries with children

21. Ability to attend occasional events outside the school E S
day

22. The ability to communicate at ease and provide E S

advice in accurate spoken English

Employment references will be requested prior to the selection process and any issues arising
from these will be discussed at interview. All appointments to satisfactory references.
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