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Barnwell School - Job Description

	
Job Title: 	School Administrator/Reception
Reporting to: 	HR Manager
Grade: 		H3 (£24,790) pro rata – actual salary per annum £21,000 approx)
Hours:			37 hours per week
Monday – Thursday 8am – 4pm, Friday 8am – 3.30pm
Term time plus 1 week for training days 
	
Job Purpose:

· To work as part of the Administration Team, supporting colleagues to deliver whole school administrative support
· To support the school in the implementation of its key priorities as detailed in the School Improvement Plan
· The post holder will be expected to manage and prioritise their own workload, will have good interpersonal skills and be prepared to play an equal role in a busy and demanding environment

Attitudes and Disposition:

· Work flexibly and efficiently as part of a team and liaise closely with other team members
· To maintain absolute confidentiality in all school related matters and to prevent disclosure of information on sensitive issues
· Always maintain a calm, positive and professional approach when dealing with staff and students
· Maintain a tidy and organised office environment conducive to efficient working practices

Core Responsibilities and Duties

· To act as a focal point for all enquiries and visitors, ensuring a professional, friendly and efficient welcome to all visitors to the school
· Ensure that safeguarding procedures are followed in relations to all visitors to the school 
· Provide a prompt and clear telephone switchboard service, responding to and screening incoming calls ensuring calls and messages are directed to the appropriate department or individual, quickly, clearly and efficiently
· Deal with the diverse needs of parents, students and external visitors in a calm and professional manner
· Arrange for the collection and dispersal of incoming and outgoing mail
· Provide efficient, accurate administration support for Faculties, school functions and other stakeholders, e.g. word processing, producing spreadsheets, and inputting information into databases such as SIMs
· Carry out analysis, sourcing of data/information and compile information relating to the work of the school in support of projects being undertaken
· To act as a First Aider and keep first aid qualification up-to-date, providing first aid in line with the school’s First Aid Policy and procedures, including the completion and maintenance of electronic records of accidents and injuries. Support the Lead First Aider with the administration of student medication.
· Undertake general office duties to include: opening and sorting of post, reprographics, filing, maintaining central diary, monitoring/ordering of stationery as required, cash handling and collection, make and receive telephone calls, pass on calls or messages as appropriate
· Assist with student welfare matters, including contacting parents and staff
· To work in other roles within the wider administration team as required and undertake any other duties that are commensurate with the post, i.e. undertaking reception cover and other duties due to staff absence 
· Support with Fire Evacuation Procedures
· Perform other relevant tasks as directed by your Line Manager


Health and Safety

Be aware of and comply with policies and procedures relating to child protection, health and safety, confidentiality and data protection and report all concerns to an appropriate person

Additional Information

The post holder is required to contribute to and support the overall aims and ethos of the school.  All staff are required to participate in training and other learning activities and engage actively in the Performance Management Review process as required by the schools’ policies and practices

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, including the provision of high quality teaching and learning and the safeguarding, wellbeing and care of students. Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post, and it should be noted that the post-holder is expected to carry out such duties as may reasonably be required by the Headteacher from time to time.



A Fitzpatrick 
Headteacher
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Achieving Excellence Together




