   

Receptionist & Admin Assistant
       Job Description 


At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.








	Job Title
	Receptionist & Admin Assistant

	School
	Ferndown First School

	Grade
	C

	Hours 
	37 hours per week

	Contract
	Permanent, Term Time Only

	Reporting to
	Headteacher



Purpose of the job

The purpose of this role is to warmly welcome and support all visitors and callers to the school by providing a friendly, efficient, and professional receptionist service, to offer reliable secretarial and clerical assistance to the school office when needed, and to help create a safe, caring environment for everyone by supporting the health and wellbeing of staff and pupils, including providing first aid when required.

Key areas of responsibility 

· Help ensure the reception area runs smoothly and provides a welcoming experience for all visitors, offering clear information and directions to support the purpose of their visit
· Offer friendly and effective support to staff and pupils by responding to enquiries at the reception point, resolving issues where possible or directing queries appropriately
· Support a safe and secure school environment by following and upholding the school’s security and health and safety procedures
· Welcome visitors to the school by ensuring they are signed in and out correctly and provided with an identity badge
· Act as a friendly and approachable first point of contact for parents, carers, children, and visitors
· Manage the school’s telephone system, responding to calls professionally and working with colleagues to resolve any issues or queries
· Work closely with the caretaker or site manager to ensure deliveries are received and moved efficiently within the school
· Maintain a tidy, organised, and hazard‑free reception area to create a safe and positive first impression
· Contribute to the smooth running of the school office by providing administrative and secretarial support using office technology
· Collect and count money from pupils and parents carefully and accurately when required
· Assist, where needed, with school registers and attendance‑related data input
· Sort and distribute mail promptly and efficiently
· Support the wider team by carrying out additional duties as required, in line with the responsibilities of the role

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 





Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential

	Qualifications & Experience 

	· Good general education
· Good numeracy and literacy skills
· General clerical and administrative experience
· First Aid Qualification, or willingness to train


	Skills & Knowledge

	· Ability to undertake a wide range of tasks accurately
· Computer literate, with good keyboard skills and the ability to use office technology and operate a telephone system
· Strong attention to detail, with well‑developed organisational skills and the ability to manage and prioritise a busy workload, work under pressure, and meet deadlines
· Self‑motivated team player, able to use own initiative and adapt positively to change
· Excellent customer care skills, acting as a professional and welcoming first point of contact within the school
· Strong interpersonal skills, with the ability to build positive working relationships at all levels and with all stakeholders
· Ability to handle confidential information with discretion and professionalism


	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.


	Other Factors
	
· Satisfactory Safer Recruitment Checks
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