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We are committed to safeguarding and promoting the welfare of children

JOB DESCRIPTION

Designation:


Receptionist 
Grade:
D2 on the NJC Payscale (£25,185 to £28,142 pro-rata), (Actual: £19,049 to £24,164)
Employed for:


37 hours per week, Term Time Only
Hours: 

7:00am – 3:00pm Monday to Thursday, 7:00am – 2:30pm Friday, with 30 minutes (unpaid) break for lunch

Responsible to:


Senior Administrative Assistant


Purpose:
To perform a range of administrative duties to assist staff, students, parents and visitors

Person Specification

Essential Skills

· Good level of education to Level 2 including English C grade or above 

· Excellent communication skills

· Excellent ICT skills. Word, E-mail, Internet

· High level of professionalism and can maintain confidentiality

· Very good interpersonal skills

· Welcoming and good sense of humour

· Work under pressure

· Meet Deadlines

· Organised

· Take initiative
· Calm and approachable
Desirable

· Experience of working in a school

· Accurate, fast and efficient typist
· Working knowledge of SIMS.net software
Job Description
	Accountabilities
	Indicative tasks/actions

	Assist with the organisation and coordination of school activities and events as directed by the Head’s PA so that efficient arrangements and procedures are in place
	Fire drills and evacuation tasks

Assist at open mornings
Assist with admin for school events as required

	Maintain a range of records and information both manual and computerised, ensuring it is readily available, accurate and up to date and to issue it as required in line with school procedures
	Car registration lists

Students and Visitor signing in/out 



	Reception Duties
	Front of house duties to welcome staff, visitors and students to the school. Dealing with queries and telephone calls from parents, suppliers and other callers and visitors.

	Provide cover for Student Receptionist as required
	Assisting students with locker queries, timetable queries, logging details of lost property, mobile phones etc and sending to PCL offices

	Support Pastoral Care Leaders to attend sick students so that they are looked after and parents informed where appropriate
	Call for a trained first aider 
Phone parents/ambulance as necessary

	Maintain a complete and up-to-date procedures file, ensuring colleagues can use the minibus, order taxis etc

Mini Bus & First Aider List
	Update file on an ongoing basis

Maintain an up to date list of trained School Mini Bus Drivers and first aiders

	Assist in general school activities, procedures and events and administrative duties as required to support the work of others at particularly busy times
	Fire drill and evacuation procedures

Standard letters, sending out application forms, answering telephone calls, photocopying, assisting with meeting set ups and take downs

	ParentMail
	Assist with the collation and preparation of school reports and letters to parents, sending communications to parents via ParentMail

	Parent Evenings, School Visits
	Assist with the set up preparations for parent evenings, school visits etc, preparing teas and coffees and organising catering as required for such events 

	Cover Arrangements
	Assisting the Cover Manager with making cover arrangements to cover classes in the event of absence.  Liaising with agencies regarding the provision of supply teachers and cover supervisors as required.  Recording and collating the messages left on the absence line and dealing with these appropriately to ensure classes are covered

	Photocopying & Collation of Reports, exam papers etc
	Assisting in the photocopying of exam papers, school reports ensuring accuracy and attention to detail is demonstrated at all times


Staff Development:

· To assess development and training needs and discuss with line manager

· To set your own targets before any development activity and review and evaluate the activity after completion, cascading information to the appropriate team when relevant

· To keep personal records of all staff development activities in which you are/have been involved

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher.

The job description will be reviewed at the end of the academic year or earlier if necessary.  In addition it may be amended at any time after consultation with you.
Two copies of this job description should be signed, the post holder retaining one and the Headteacher the other.

Signed: ………………………………………………………….  Date: ……………………
