THE ELMS ACADEMY JOB DESCRIPTION

POST:
Office Administrator & Receptionist
JOB PURPOSE: 
To assist the Office Manager with the Academy wide administration and acting as the first point of reference for the Academy’s reception area
ACCOUNTABLE TO:

Office Manager
WORKING WEEKS: 

42w/year (paid 48.32 w/year including holiday entitlement and bank holidays
WORKING HOURS: 

Full time (37.5h/week) or part time (30h/week)
SALARY: 
£26,725.61 (37.5h/week) or £21,380.48 (30h/week) pro rata of £28,761 FTE per
Professional Responsibilities

1. Main responsibilities

1.1. Administration responsibilities

1.1.1. To assist the Office Manager in day-to-day administration and carry out any delegated tasks

1.1.2. To assist Office Manager regarding filing of all student correspondences

1.1.3. To assist in the entry and updating of pupil information on arbor
1.1.4. To provide assistance with other information databases during the busiest times of the year

1.1.5. To send text messages/emails to parents as required 

1.1.6. As required, to provide administrative support to specific departments or whole school

1.1.7. To help the Office Manager to monitor and order stationary and to maintain stock levels

1.1.8. Undertake all general clerical tasks including photocopy, word processing/ typing letters and reports as directed.  To ensure documents are produced accurately and in the correct format

1.1.9. To deal with any emergency situation, deciding on the best course of action and either dealing with the situation if appropriate or referring it to the Office Manager or a member of SLT
1.1.10. Under direction of the First Aid Lead, to lead on first aid and keep a record of all incidences; first aid inventories and oversee the suitability of the first aid room 
1.1.11. To be willing to take First Aid training and be a first aider for the school. 
1.1.12. To assist the Business Manager in providing administrative support in organising safety procedures, including fire drills and enforcement of Health and Safety requirements and initiatives as directed

1.1.13. To assist Office Manager in the organization of after school events (parents, evening, etc) and supply administrative support during the events

1.1.14. Attend and assist at Academy functions including parents’ evenings, open days/evenings as required by the Office Manager and the Principal 

1.1.15. When required to provide cover for the school reception during breaks and Receptionist’s periods of absence
1.1.16. To deliver first class customer/stakeholder service.

1.1.17. To contribute to the Academy’s objective of improving standards and the maintenance of a caring and stimulating environment for pupils as appropriate

1.2. Receptionist responsibilities
1.2.1. To be responsible for customer service experience, welcoming visitors to the Academy and providing hospitality to visitors

1.2.2. To be responsible for dealing with all queries to the Academy’s office, to take and pass on accurate messages when queries cannot be dealt with; and ensure all are dealt with sensitively and communicated accurately and efficiently

1.2.3. To deal with all reasonable requests to the office from students and staff

1.2.4. To ensure staffing for the Academy reception and telephones duties; dealing with queries from students, parents and visitors; and sensitively with a wide range of issues, ensuring they are communicated accurately and efficiently

1.2.5. To ensure the Academy’s security policy is rigorously enforced, maintaining the visitors’ 
e-signing and/or passes and ensuring it is accurately kept at all times

1.2.6. To provide assistance for students in collecting monies for school trips/events ready for banking by the Finance Team

1.2.7. To provide assistance to parents and students regarding free school meals.

1.2.8. To assist with the general office duties such as sorting and distribution of mail.

1.2.9. Dealing with the receipt of delivery of all parcels/post and ensuring their safe storage, informing the appropriate personnel that delivery has been made.  Filing/passing on delivery documents safely for checking.

1.2.10. Proactive involvement with the use of IT in the office environment

1.2.11. Importance is also attached to the customer/stakeholder relations aspect of all work undertaken. We understand the customer/stakeholder to be represented by students, peers, colleagues, service providers and members of the public. It is therefore expected that the Receptionist will at all times project a positive image of the Academy environment and promote the various services that the Academy provides.

1.2.12. Ensure that the reception and waiting areas are clean and presentable at all times, and where needed, notifying Facilities to assist to ensure this is adhere to.

2. Other Responsibilities

To undertake any other tasks that may reasonably be assigned by the Executive Principal, SLT and Business Manager from time to time.

3. Child Protection

To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by ULT and the Academy’s safeguarding policy

4. Special Conditions of Service

The postholder may be required to work outside of normal school hours on occasions, with due notice

5. Performance Development

5.1. To take part in the Academy’s staff development programmes by participating in arrangements for further training and professional development

5.2. To continue personal development in the relevant areas

5.3. To actively engage in the Performance Development Review process.
6. Academies Policy

6.1. To help implement the Academy’s quality procedures and to adhere to those.

6.2. To communicate effectively with the parents of students as appropriate.

6.3. To follow agreed policies for communication in the Academy.

6.4. To take part in marketing and liaison activities such as Open Evenings, Parents Evenings, Review days and liaison events with partner schools.

6.5. To attend directed meetings and INSETs as required.

6.6. To follow The Elms Academy policies.

7. Personal

To work as a member of a designated team and to contribute positively to effective working relations within the Academy.

This job description is intended as a general guide to the duties attached to the post and is not an inflexible specification.  It may therefore be altered from time to time to reflect the changing need of the service, always in consultation with the postholder.

We are an inclusive Academy and strive to inspire our community to be the best that it can be. It is our aim to be outstanding in all that we do.

We take the safeguarding of students and staff seriously at The Elms Academy.  All staff are expected to support this ethos. 

June 2024

Office Administrator & Receptionist -Person Specification

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Education
	
	

	A good general education to CSE/O/GCSE level 3 or equivalent, including English
	√
	

	Qualifications
	
	

	To possess an appropriate qualification or significant relevant working experience in the use of windows and other software programs
	
	√

	First aid qualification 
	
	√

	NVQ administration qualification to level 3
	
	√

	Experience
	
	

	To have experience of the development, administration and operation of administrative systems
	
	√

	Experience of working in a school
	
	√

	Experience of handling of wild range of queries particularly by telephone and e-mail
	√
	

	Experience of working with Arbor or similar MIS systems

	
	√

	Knowledge
	
	

	Familiar with Microsoft Office Application
	√
	

	To have knowledge of working with cash systems for the receiving and recording of payments
	
	√

	Skills
	
	

	Ability to work under own initiative and as a member of a team
	√
	

	Good verbal and written communication skills
	√
	

	The ability to draft own correspondences to include e-mails responses with good word processing skills including writing documents with appropriate formatting and grammar
	√
	

	Good word processing skills including producing documents with appropriate formatting
	√
	

	The ability to use the Internet
	√
	

	The ability to meet deadlines
	√
	

	A good eye for accuracies and attention to details
	√
	

	Able to handle confidential data
	√
	

	A calm nature and ability to stay calm in difficult situations; confident in dealing with young people, maintaining discipline, motivation and ensuring wellbeing of children including acting on bullying
	√
	


