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MOUNT ST MARY’S CATHOLIC HIGH SCHOOL

RECEPTIONIST / ADMIN ASSISTANT – JOB DESCRIPTION
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Salary Scale    Salary Scale A1/B1 - £22,366 to £23,893 per annum, pro rata


           TTO + 5 days (actual starting salary £19,236)

           37 hours a week

Main Duties:  

· To promote and raise the profile and reputation of the school by having a welcoming and professional approach to all visitors, staff and students, in person, on the telephone and via email.
· To ensure that high quality, up to date information is available to all visitors and members of the school.

· To operate systems such as SIMS, Synergy and other ICT programmes effectively.

· To work as part of a team, supporting colleagues to deliver an excellent administrative service.

· To organise work tasks and duties to meet agreed service standards.

· To undertake routine administrative tasks including taking telephone messages and dealing with basic enquiries; dealing with incoming and outgoing mail; photocopying; preparing routine correspondence; record keeping, filing, data input and retrieval; prioritising work to meet conflicting deadlines.

· To communicate effectively with all stakeholders and colleagues in relation to work undertaken.

· To undertake other admin tasks as and when required, as directed by our line manager.
Other Duties:  

· To play a full part in the life of the school community, to support its distinctive mission and Catholic ethos and to encourage staff and students to follow this example.

· To fully support the school in maintaining a strong Catholic character and fostering the faith development of students & staff.

· To display commitment to the protection and safeguarding of children and young people.

· To promote actively the school’s policies.
· To continue personal development as agreed.

· To comply with the school’s Health and Safety policy and undertake risk assessments as appropriate.

· To undertake any other duty as specified in the School Teachers’ Pay and Conditions Document not mentioned in the above.

· To engage actively in the performance review process

· To display commitment to the protection and safeguarding of children and young people

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Our school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful candidate will be subject to a Disclosure and Barring Service (DBS) check.  

In accordance with Keeping Children Safe in Education, the school will carry out an online search as part of the due diligence on shortlisted candidates. 

