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Oaklands School

Job Description
Part time 
Receptionist / Therapy Team Administrator

Grade: 4

Hours of work: 	Monday – Friday, 10am until 2 pm (20 hours per week)

Contract Type:      Permanent, Term Time Only.
 
Responsible to:      Admin Manager / School Business Director / Therapy Team Lead 

Main purpose of the job

· To provide an effective telephone, reception and administrative service, ensuring excellent customer service and a professional and positive welcome to all.

· To provide an effective administrative service for the therapy team, assisting in reducing the administrative load

· To ensure that the therapy team has access to the necessary resources required for the students

· To ensure that education staff are provided with relevant information received about pupils via reception while protecting student learning time.

· To provide a range of administrative support, working as part of the admin business unit
supporting the entire school.

Main responsibilities and tasks

General Reception Duties

This role is an essential first welcome to all visitors and will uphold the excellent reputation of Oaklands School.

1. Answering all telephone calls, keeping a detailed log of all messages to pass onto the relevant member of staff.

2. Making appointments and keeping track of therapy calendars

3. Ensuring that visitors and staff use “Entry Sign” system to sign in and out appropriately and that visitor badges and personal alarms are issued, worn and returned. Utilising the Single Central Register for external professionals in the building.

4. Ensuring that verbal and written messages regarding students are logged daily from the minibus escorts and passed onto the relevant Class Teacher.

5. Responsible for updating the telephone and minibus list as needed.

6. Updating school registers and SIMS as and when required.

7. Communicating with parents both in person, by telephone and by using the electronic communication system.

8. Dealing with incoming and outgoing mail, therapy programmes, consent forms, assessment feedback, and reports

9. Ensuring a “clean desk” policy is maintained in the reception and adjacent areas, reporting and arranging for deliveries to be collected in a timely manner

10. Monitoring school and therapy team emails and forwarding as relevant.

11. Responding to the school call assist system by making timely announcements over the PA and telephone system where help is required.

12. Checking and reporting any issues with reception functions such as CCTV, access control, on-screen displays and signing in systems.

13. Updating school registers and SIMS daily ensuring that all attendance marks are recorded correctly.

14. Contacting parents/carers to find out reasons for any non-attendance and reporting these to the relevant person.

15. Updating records required for fire evacuation and understand the allocated duties required of reception staff during fire evacuation.

16. Maintain and update reception procedures ensuring that all relevant staff are aware of any updates. 

General Administration Duties

Administrative support will be provided across the admin team business unit and may include a range of the following duties, as well as other Finance and HR administrative duties relevant to the grade of the post.

17. Editing, collating and distributing newsletters each half term for 
parents/carers.

18. Responsible for keeping track of therapy booking systems for shared equipment and therapy rooms within the school

19. Taking and processing orders for school uniforms. Maintaining a uniform inventory so that orders can be placed when required.

20. Monitoring of online and paper-based filing systems 

21. Managing Cool Milk orders and Parent Pay system on a weekly basis ensuring dinner monies are paid on time by parents/staff.

22. Managing the dinner registers and liaising with the school’s chef to ensure an efficient system of working.

23. Uploading materials as needed onto the website.

24. Bookings and related administration associated with photography, student awards, parents evening, prospective parent visits and other events.

25. Inputting and retrieving student data on relevant databases and maintaining student files according to school protocols.

26. Photocopying and scanning documents as required and ensuring that stock of photocopier paper is maintained in the reception area.

27. Raising purchase requisitions for stationary and general stock as required by the school and distributing via reception.

28. Supporting the admin and therapy team with any other related tasks.

29. Maintaining smooth communication and consistent practice between Oaklands School group (primary, and secondary).

30. To ensure great attention to detail and confidentiality with all documentation.

General

31. To work as part of a central service business unit model, flexibly providing administrative support where it is required across both schools.

32. To be aware of and comply with policies and procedures relating to safeguarding of student’s health, safety and security, confidentiality and data protection, report all concerns to an appropriate person

33. Undertake any other duties as requested commensurate with the grade.

Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
JD Part Time Receptionist and Therapy Team Admin Jan 2026
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