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	JOB DESCRIPTION

School Receptionist / Administrator 



	PLACE OF WORK: 
Alderman Cogan’s Church of England Primary Academy 
	CURRENT GRADE: Salary points 3 – 5 currently £24,027 - £24,790 pro rata 


	REPORTS TO:   Head Teacher 
 

	1.
	MAIN PURPOSE OF JOB

To be responsible for reception duties, telephone, clerical, typing, reprographics and other routine services, within the administration department of the school and to monitor absences on a daily basis in a timely fashion.



	2.
	KEY TASKS 



	
	i.
	Promoting a friendly, inviting, professional and courteous environment as the first point of contact for visitors to the school ensuring they are dealt with promptly and courteously.



	
	ii.
	To answer incoming telephone calls, responding to requests for information.



	
	iii.
	To manage the academy’s school email and texting systems.


	
	iv.
	Providing a full range of reception duties including dealing with telephone calls, being the first point of contact for visitors and parents.



	
	v.
	Making and ordering refreshments for meetings and visitors.



	
	vii.
	To undertake routine administrative tasks such as upkeep of generic forms, and various other standard letters.



	
	viii.
	To maintain filing systems.



	
	ix.
	To produce word-processed documents, general typing, clerical support (filing, emailing, photocopying etc).



	
	x.
	To input information on computerised systems, maintain staff and pupil records and other school data bases, including attendance.



	
	xi.
	To run reports from databases, using Microsoft Excel spreadsheets e.g. Integris to collate the information and to enable the analysis of statistical data.



	
	xii.
	Support Teaching staff to maintain registers and record absences; provide administrative support for pupil reports and school meals, including producing data and reports.



	
	xii.
	To sort, distribute and process mail.



	
	xiv.
	Order authorised school supplies and educational resources using the purchase ordering system and the Trust’s finance software, PS Financials.

 

	
	xv.
	Monitor absences and maintain absence records on a daily basis, contacting parents/guardians as necessary.  Produce reports for senior management, teaching staff and outside agencies.



	
	xvi.
	To provide a diary service and maintain room bookings.



	
	xvii.
	Collect and record payments for trips, dinners and other out of school activities.



	
	xviii.
	Book trains, coaches, accommodation, trips etc. including collecting and recording payments.

 

	
	xix.
	Book staff on courses and maintain the school’s training record.



	
	xx.
	Comply with all Academy and Trust policies and procedures.


	
	xxi.
	To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust’s appraisal process.



	
	xxii.
	Any other duties commensurate to the level of the post.



	3.
	SUPERVISION / MANAGEMENT OF PEOPLE – none



	4. 
	MAIN CONTACTS & RELATIONSHIPS

Internal: All teaching and support staff in school, school governors.

External: Parents / guardians, representatives from the Trust and local community groups.




	PERSON SPECIFICATION

School Receptionist / Administrator 



	5.


	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the postholder must have:
· A good general level of education

· A good standard of literacy for all written communications

· Computer literate, including typing / secretarial skills
· Understanding of special educational needs, child protection and safeguarding issues
Desirable, i.e. the postholder would ideally have:
· An appropriate qualification in administration or customer service


	6. 
	EXPERIENCE

Essential, i.e. the postholder must have:
· Experience of working in a busy reception

· Experience of working successfully in a customer facing environment

· Experienced in working in an administrative capacity

Desirable, i.e. the postholder would ideally have:
· Experience of working in a school, or other environment with children
· Experience in creating administrative systems and processes, or improving them


	7. 
	SKILLS AND PERSONAL QUALITIES

Essential, i.e. the postholder must have:
· Ability to communicate effectively at all levels 
· Ability to input data accurately and in a timely fashion
· Ability to work within a small number of routine administrative procedures
· Excellent interpersonal skills, including with young children

· Strong time management and organisational skills

· Meticulous eye for detail and accuracy

Desirable, i.e. the postholder would ideally have:
· A first aid qualification

· Previous first aid experience



Receptionist Administrator 
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