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Receptionist / Administration Assistant
	

Job Title:	Receptionist / Administration Assistant
Salary Grade:	Grade 3, points 4 -6
23.25 hours per week term time only

Responsible to:	Administration Manager, Business Manager, Head Teacher

Job Purpose:
· To assist in the effective and efficient running of the school office.
· To act as a first point of contact with the school for parents / carers and others.

MAIN DUTIES AND RESPONSIBILITIES 

· Undertake general administrative and reception duties - acting as first point of contact with the school, responding to enquiries, and passing appropriate messages/ information to staff.
· Welcome visitors – ensuring details are recorded and identification is seen, as required.
· Receive deliveries and inform relevant staff when necessary.
· Support the administration of departments, heads of year and SLT when required, with good word-processing skills and general secretarial help.
· Sort and distribute incoming mail. Prepare outgoing mail ready for collection at the end of each day.
· Collate, prepare, update, and oversee the school internal and website calendars
· Liaise with staff to book transportation for external trips and visits.
· Maintain computer-based student records and profiles.
· Act as the point of contact with NHS nurses to organise vaccinations.
· Book and be the point of contact for school photographs.
· Maintain a clean, organised welcome desk and foyer area, ensuring all leaflets and visitor information are regularly updated and well presented.
· Regularly update the staff photo boards with new starters and leavers, and keep the staff pigeonholes up to date13. Collate and produce the daily bulletin to students and staff each morning.

DUTIES – SUPPORTING STAFF & STUDENTS

· Support staff by the provision of general clerical work in the school.
· Provide staff with student information as required.
· Support staff with the administration associated with organising trips and events.
· Provide students with relevant information as requested.
· Deal with or report incidents that are seen or reported regarding student welfare.
· Set a good example in terms of personal presentation, attendance, and punctuality

WHOLE STAFF RESPONSABILITIES

HEALTH AND SAFETY
· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions.
· Cooperate with the employer on all issues to do with health, safety and welfare including the reporting to the line manager or SLT of any dangerous situations in the workplace, or any perceived shortcomings in health and safety arrangements.
· Support the implementation of all the school’s policies in particular those pertaining to safeguarding, equal opportunities, and supporting students with SEND.

GENERAL RESPONSIBILITIES
· To be aware of and work in accordance with the school’s safeguarding policies and procedures and to raise any concerns relating to such procedures.
· To be aware of and adhere to applicable rules, guidelines, regulations, legislation, policies, procedures and working practices of Maidenhill School.
· To contribute to school improvement work ensuring that student learning is central to all activities.
· To attend staff/department meetings, training and school events as required.
· To maintain confidentiality of information acquired in the course of undertaking duties.
· Communicate regularly staff and students, making positive and constructive comments about work and student progress and keeping up to date with personal information, wider aspects of the school agenda, recreation opportunities, enjoyment and professional development.
· To be responsible for your own continuing professional development and engage constructively with the performance management process, including any relevant training to further develop knowledge and skills to enhance own performance and support the school improvement agenda.
· To contribute to the training and development of the workforce.
· To undertake any duties appropriate to the grading of this post as required, under the direction of the Head Teacher.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.

Elements of this job description and changes to it may be negotiated at the request of either the Head Teacher or the incumbent of the post.

Agreed by:		   _______________________	

Head Teacher:		___

Date:		
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