   

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.






	School
	Ferndown Middle School

	Grade
	D

	Contract
	Term Time Only

	Reporting to
	Office Manager



Purpose of the job
The purpose of this role is to provide a professional, welcoming and efficient reception service as the first point of contact for pupils, parents, visitors and external agencies. As well as delivering excellent customer service, the receptionist and administrative assistant will ensure the smooth day-to-day operation of the school office with high-quality administrative support. 

Key areas of responsibility 

Reception Duties
· Welcome visitors in accordance with school security and safeguarding procedures.
· Manage the main telephone system, taking and relaying messages accurately and promptly.
· Respond to routine enquiries from parents, staff and members of the public.
· Receive deliveries and distribute items to relevant staff members.

Administrative Support
· Provide general administrative support including filing, photocopying, scanning, emailing and document preparation.
· Produce and format correspondence, reports, letters, newsletters and other school documentation.
· Maintain accurate electronic and paper-based records.
· Undertake data entry and update school information systems.
· Assist with attendance administration and produce attendance reports as required.
· Support admissions, pupil records and school census activities.
· Handle confidential information appropriately and in accordance with GDPR requirements. 




Operational Support
· Assist in organising school events, meetings, training sessions and parent consultations.
· Arrange hospitality, refreshments and meetings where required.
· Support the administration of educational visits, clubs and extracurricular activities.
· Assist in maintaining office supplies and coordinating orders.

Health Safety & Safeguarding
· Administer basic first aid where qualified and appropriate. 
· Support the school's procedures for attendance, welfare and pupil safety. 
· Follow all safeguarding policies and report concerns in line with school procedures. 
· Comply with Health and Safety, Equality, Data Protection and other statutory requirements.

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
	Desirable

	Qualifications & Experience 

	· GCSE (or equivalent) in English and Mathematics. 
· Good general education. 
· Good numeracy and literacy skills. 
· General clerical and administrative experience. 


	· NVQ Level 2/3 in Business Administration or equivalent qualification. 
· First Aid at Work or Paediatric First Aid qualification. 
· Relevant administration or customer service training.


	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 

	· Experience of working in a school or educational setting. 
· Experience of using a Management Information System (MIS) such as Arbor or SIMS. 



	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
	
· Commitment to safeguarding and promoting the welfare of children and young people. 
· Commitment to equality, diversity and inclusion.
· Satisfactory Safer Recruitment Checks.

	· Experience of working within safeguarding procedures in an educational setting.
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