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“Learning for Life”
CASTLE HILL HIGH SCHOOL

Job Description and Person Specification

	Job Title: Administration Assistant



Directorate : Children & Young People     

               
	Salary Grade:   Scale 4 points 7-11
Hours: Ideally 35-37, however, this is negotiable for the right candidate. Term Time Only


	Post Reports to:  Head teacher, Office Manager, Business Manager
       

	Main Purpose of the Job:
The School Receptionist / Administrative Assistant is the first point of contact for pupils, parents, staff, and visitors. This role is responsible for managing the school’s front desk, providing excellent customer service, and supporting the administrative functions of the school office. The position requires strong organisational skills, attention to detail, and the ability to handle confidential information with discretion.



	Key Responsibilities

Reception Duties:
· Act as the first point of contact to greet and assist pupils, parents, staff, and visitors in a professional and friendly manner.

· Answer and direct incoming calls, take messages, and respond to enquiries.

· Manage visitor sign-in procedures and issue visitor badges, ensuring school security procedures are followed.

· Receive deliveries, post and other items, for example P.E kits, packed lunches or trip money dropped off by parents and distribute to the relevant department.
· Keep the reception and office area tidy.

Administrative Support:
· Provide clerical and administrative support e.g. typing, photocopying, filing, emailing, and completing routine forms.
· Stamp and post out mail at the end of each day.
· Maintain accurate records, files, and databases (pupil records, attendance, communications, etc.).

· Assist with scheduling meetings, appointments, and school events.

· Support communication with parents through phone calls, emails, and texts.
· Arrange the orderly and secure storage of supplies.

· Operate and maintain office equipment such as copiers, printers, laminators etc.
Other:
· Have a clear understanding of safeguarding policies.  Comply with all procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Adhere to school policy on equality and diversity
· Appreciate and support the roles of other professionals
· Participate in training opportunities and professional development as required. 


Qualifications and Skills:
· Previous experience in a receptionist, administrative, or customer service role (school environment preferred).

· Strong communication and interpersonal skills.

· Excellent organizational skills with the ability to multitask and prioritize.

· Proficiency in Microsoft Office (Word, Excel, Outlook) and school management systems.

· Professional, friendly, and approachable manner.

· Ability to work independently and



	Person Specification:
     Qualifications and Knowledge and Experience 
.
· Have an awareness of safeguarding and confidentiality when working in a school environment.
· Understand the needs of pupils, including SEN pupils.
   Skills, abilities and attributes
· Good communication and interpersonal skills.
· Be able to work as part of a team.
· Enthusiastic, self-motivated and reliable.
· Ability to follow instructions and procedures. 
· Ability to work under pressure and manage time effectively during busy periods.
· To contribute to the overall ethos and aims of the school

· Co-operate with the employer on all issues to do with Health, Safety & Well-being

Other 
· To appreciate and support the roles of other professionals

· To participate in training opportunities and professional development as required

· To undertake similar domestic duties commensurate with the level of the post as required by the Site Manager, School Business Manager, Head teacher and SLT.

   

	Stockport Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff within this area to share this commitment and to have understanding of the common core skills and knowledge.
To work positively and inclusively with colleagues and customers so that the Council provides a workplace and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s priorities.

To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account. Stockport Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff within this area to share this commitment and to have understanding of the common core skills and knowledge.
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