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ADMIN ASSISTANT/RECEPTIONIST – JOB DESCRIPTION
Line manager: Office Manager
Main purposes of the job

· Under the guidance of the office manager, to be responsible for undertaking clerical, administrative and financial organisational processes within the school.
· To be responsible for promoting and safeguarding the welfare of children and young people within the school.
· To maintain and promote the Christian ethos of the school through the performance of the duties listed.
Main responsibilities and tasks

Organisation

1. To undertake reception duties, answering routine telephone, face-to-face enquiries and signing in visitors.

2. To assist with arrangements for school trips, school events etc.
3. Maintain the reception area to the highest standard.
Administration

1. Undertake administrative support for Headteacher, Office Manager and Senior Leadership Team.

2. Maintain and collate pupil records and reports.

3. Manage pupils’ registration and attendance; record staff attendance. 
4. Collate and create weekly newsletter, and distribute it to school mailing list and add to website.
5. Upload documents to the school website. 
6. Communicate with parents and other stakeholders by phone, text, email, newsletter, website or face to face.

7. Provide administrative and organisational support to other members of staff.
8. Manage manual and computerised record/information systems.

9. Provide general clerical/admin support e.g. photocopying, filing, completing standard forms, and responding to routine correspondence.
10. Undertake typing, word processing and other IT based tasks.

11. Sort and distribute mail.
Resources

1. Operate relevant equipment/ICT packages (e.g. Microsoft Office, MIS System (ScholarPack), email, internet browsers).

2. Maintain stocks and supplies, placing orders, cataloguing and distributing as required.

3. Liaise with third parties e.g. suppliers.
4. Undertake general financial administration e.g. processing orders, handling petty cash.
Responsibilities

1. Be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.

2. To adhere to school health and safety policy including risk assessment and safety systems.

3. To adhere to school policy on equality and diversity.

4. To contribute to and uphold the ethos and aims of the school.

5. To appreciate and support the roles of other professionals.

6. Attend and participate in relevant meetings as required.

7. Participate in training opportunities and professional development as required.

Undertake similar clerical duties commensurate with the level of the post as required by the Headteacher.

