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RECEPTIONIST/
ADMINISTRATIVE ASSISTANT
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Job Description
Person Specification

	JOB TITLE:
	
Receptionist/Administrative Assistant


	GRADE:
	NJC 2D (Special Schools) points 5 – 7

	REPORTS TO:
	School Business Manager
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MAIN DUTIES AND RESPONSIBILITIES:

1.	To provide administrative and secretarial support including typing and spreadsheet/database entry (using Google, Word and Excel), telephone reception, taking messages, responding to enquiries from educational staff, heads of schools, professionals from other agencies, voluntary organisations and parents/carers. 

2.	To attend meetings, where appropriate, to take notes which may be of a sensitive and confidential nature, ensuring appropriate confidentiality and circulation. To carry out preparatory and follow up work as necessary.

3.	To open, sort and distribute post.

4.	To operate the school telephone and email systems.

5.	To undertake reception duties and deal with general enquiries from visitors, parents and other stakeholders.

6.	To collect, record and reconcile monies, following up late payments with parents/carers where necessary.

7.	To assist with data input and maintain up to date records on pupil information.

8.	To maintain stocks of stationery and office supplies and oversee stocktaking.

9.	To maintain confidentiality at all times in respect of school-related matters and 
     	to prevent disclosure of confidential and sensitive information.

10.	To support teaching staff with secretarial duties, e.g. letters to parents/carers.

11.	To ensure the front reception area is tidy and welcoming to visitors.

12.    	To make telephone calls to parents and carers as requested by other staff members.

[bookmark: _GoBack]13.      To follow the correct procedures, including completing documentation, regarding the distribution and administering of student prescribed medication.

14. 	To be responsible for the accurate day to day recording of all student attendance, including those attending alternative provisions.

15.      To ensure first-day contact is made with parents and where applicable a student’s social worker or other schools. 

16.      To ensure that all directed weekly actions from the senior leader for attendance are undertaken in a timely manner and recorded on the appropriate school database. 

17.	To undertake any other duties of a similar level and responsibility as may be required.


Safeguarding Children
 
CONTEXT:
All teaching staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Development Plan.  This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.
Because of the nature of this job, it will be necessary for the appropriate level of Disclosure and Barring Service check (DBS) to be undertaken.  Therefore, it is essential in making your application that you disclose any convictions or cautions (excluding youth cautions, reprimands or warnings) that are not 'protected' as defined by the Ministry of Justice. The DBS check will reveal both spent and unspent convictions, cautions and bind-overs as well as pending prosecutions, which aren't 'protected' under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) and check to establish that a person is not barred from 'regulated' activity as defined by the Safeguarding Vulnerable Groups Act 2006.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.
The fact that a pending prosecution, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 
In the event of employment being taken up, any failure to disclose relevant convictions will result in dismissal or disciplinary action by The Academy.
Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers.
The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.






PERSON SPECIFICATION

RECEPTIONIST/
ADMINISTRATIVE ASSISTANT

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

Essential (E):- without which candidate would be rejected
Desirability (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear examples of how you meet the essential and desirable criteria.


	Attributes
	Essential
	Desirable
	Source

	Education/
Qualifications

	GCSE grades A*- C in English & Maths
	
	Application form and certificates

	Experience





	Working as part of an established team.


Office Administration procedures and routines.
 
Of using data input systems 

	Of working in a school office environment desirable. 

	Application form

	Skills/
Knowledge/
Aptitude






	Ability to show sensitivity and objectivity when dealing with confidential issues.

Ability to identify work priorities and manage own workload to meet deadlines whilst ensuring that lower priority work is kept up-to-date.

Ability to lead by example 
Good oral and written communication skills.

Able to create an attractive, tidy, stimulating and safe environment to welcome visitors to and work in. 


Good ICT and data handling/analysis skills to support school administration. 

Excellent interpersonal skills. 

	
	Application form/ 
Interview 



Application form/
Interview






Application form/
Interview


Application form/
Interview


	Personal Qualities and Attributes






	Ability to enthuse and motivate colleagues.
 
Able to work as part of an established team.

Use of initiative and be able to work autonomously and make strategic decisions.

An enjoyment of working with and being in the company of children. 

A good sense of humour.

Flexible approach to work.

Good organisation skills. 

	
	Interview


Interview



Interview



Interview



Interview


Interview

	Other
Requirements
	
	
	Certificate



We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to enable any applicant with a disability (as defined under the Act) to meet the requirements of the post.

The job-holder will ensure that school policies are reflected in all aspects of his/her work, in particular those relating to:

(i) Equal Opportunities
(ii) Health and Safety
(iii) Data Protection Act (1984 & 1998)
(iv) Code of Conduct
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