
Dormers Wells High School

Job Description


Post Held: Welfare Officer and Student Receptionist 

Salary Scale: Grade 4

General Duties

To assist the Office Manager with the efficient management and organisation of the school office/reception and in particular to act as the first point of contact for telephone calls and visitors to the school. 

Specific Duties

First Aid and Student Welfare
1. To provide first aid for all students, staff and visitors who attend welfare at student reception and to attend emergencies as required around the school site.
2. To maintain first aid stocks, to ensure that all first aid boxes within school are kept stocked and ready for use and to maintain an electronic record of checks and expiry dates. 
3. To update and maintain SIMS and medical tracker on a daily basis and provide appropriate documentation as required.
4. To email the weekly student welfare log to Year Leaders, Pastoral Leads and the Senior Leadership Team. 
5. To support the work of the Deputy Headteacher with responsibility for Inclusion and Pastoral care.
6. To contact parents as required, in line with school and statutory policies and procedures for students who attend welfare.

Reception and Communication
7. To deal with student and staff queries, provide information if possible or refer to the appropriate person.
8. To answer all incoming calls and either deal with them directly or refer them to the appropriate person. 
9. Taking and distributing messages as necessary to ensure clear communication within the school.
10. To maintain the student signing in/out procedures and to liaise with the Attendance Officer.
11. To ensure School Gateway purchases relevant to ID cards, lanyards, card holders are distributed to students on a daily basis and to update the spreadsheet. 

Lost Property and Uniform
12. To be the central collection point for lost property.
13. To maintain a stock of school uniform for emergencies or for loaning to students. 
14. To keep a record of who borrows uniform to ensure they are tracked accurately.
15. To ensure that any borrowed uniform is returned to the school’s stock.

Administrative Support
16. To word process letters and documents and distribute as required.
17. To prepare and maintain supplies of forms for staff.
18. To ensure the security and confidentiality of all records/paperwork kept in the reception area.
19. To complete filing for identified colleagues and ensure all work is appropriately documented and kept up-to-date. 
20. To assist with making phone calls to parents and general office tasks under the direction of the Line Manager. 

Security
21. To take an active role in monitoring access and egress via student reception and maintaining school security. 

Other Duties
22. To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.
23. To contribute to the development of Office 365. 
24. To ensure all work is appropriately documented and kept up to date. 
25. To refer issues/difficulties to the Line Manager in the first instance.
26. To attend and participate in school meetings and training as appropriate.
27. To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme.
28. To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.
29. To implement all and follow all school and LA policies and procedures, including giving due regard to the Local Authorities Equal Opportunities Policy.
30. To liaise as appropriate with other professional institutions or individuals outside the school. 
31. To participate in appropriate working parties as the need arises.
32. To be a positive role model.
33. To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.
34. To carry out such particular duties as the Headteacher may reasonably direct from time to time. 

To Whom Responsible: Office Manager

This job description may be amended at any time after discussion with you, but in any case will be reviewed annually.


Baljinder Grewal

Signed: _______________________________________ Date: ___________________________
