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Receptionist / Administration Assistant
 
7.5 hours a week 
Working - Tuesday 14:30 - 16:30, Wednesday 13:00 - 16:30 & Thursday 15:00 - 17:00
Pay Scale C -12.64 per hour

This is a key position which involves welcoming all visitors to the school, whether in person or on the telephone.

Responsibilities include but are not restricted to:

· Supporting the current reception team
· Welcoming visitors to the school
· Providing information and assistance to the pupils and staff
· Transport administration and bookings
· General reception duties
· General ad hoc administrative duties, including processing incoming and outgoing mail, scanning and printing of documents.
· Understanding school policies and supporting the review process, practising correct safeguarding procedures.
 
The successful candidate will need to be well organised, efficient and able to work under pressure with a flexible approach to problem solving.  They will need to have a ‘can do’ positive attitude and empathetic nature and be able to work well in a team.

The Head Teacher is looking for someone who is well-presented, friendly and highly organised. 
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