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 Job Description for Receptionist/Admin Clerk
£24,796 - £25,583 FTE (actual pro rata salary: £14,543 - £15,004)
Part time post – 8.00 am to 1.00 pm (Mon-Fri) 25 hours per week term time only


Term Time Only (38 weeks)

Job Purpose:
Under the direction of the School Business Manager, work as part of a busy team to provide an efficient and effective reception and clerical support service to the school, ensuring confidentiality is maintained at all times.  

Main Duties and Responsibilities:
· Provide a professional reception service dealing with enquiries and assisting pupils, parents and outside agencies according to office systems 
· Provide refreshments for visitors as requested
· Ensure security and safeguarding procedures are followed for all visitors. 
· Ensure school visitor sign in via the electronic sign in system. 
· Assist the School Business Manager in maintenance of the Single Central Record for visitors, supply and contractors. Responsible for archive of records and set up of new sheet annually
· Deal with external and internal telephone calls, processing enquiries, filtering calls as necessary, taking messages accurately and ensuring these are passed to the correct members of staff. Make external telephone calls in an appropriate manner.
· Compose and send school communications via the school electronic messaging service to parents and staff
· Make appointments when necessary, maintaining both manual and electronic office diaries  
· Be responsible for dealing with the daily distribution of post both incoming and outgoing. 
· Receive, accept and check school deliveries according to office procedures  
· Ensure the tidiness and general appearance of the Reception Area is maintained to a high standard  
· Undertake word processing for whole school as requested; including certificates, induction starter packs, admission forms, registers, letters and notices, ensuring work is presented to a high standard and provide a clerical service with duties such as photocopying, laminating and scan information as directed by school staff.   
· Ensure school photocopiers are supplied with paper, ordering toners and cartridges as required. Telephone repair requests as requested by school staff. Maintain record of current school stationery supplies, and notify manager when stocks are required
· Assist teaching staff in organising and booking of school visits. Including letters, permission and payment
· Assist staff with administration tasks as required. 
· Be responsible for the maintenance of all pupil information records on school’s information management systems ensuring data is relevant and accurate such as: priority contacts, home and mobile numbers, family links and UPNs

· Assist office staff with home to school transport arrangements, liaising with appropriate internal and external staff.
· Use email and the internet to access, send and receive information
· Liaise with external authorities, trusts etc.
· Update Equipment register database, adding and removing items when necessary as advised by Business Manager. Assist the SBM in the annual audit of equipment. Provide reports of current equipment.
· Undertake procedures for contacting parents, emergency services and dealing with children in cases of sickness or emergency.
· Ensure effective filing systems are established and maintained. Update all filing and records systems.
· Assist all school meal procedures, including assisting finance staff with reconciliation of payments
· Notify kitchen of student absences or any updated meals requirement on a daily basis. 
· Provide information as requested to LA and parents on matters relating to school meals. 
· Maintain information on student database.
· Assist the kitchen staff with production of menus.
· Follow and maintain policies and procedures in place for administrative tasks.
· Any other duties and responsibilities within the range of the salary grade. 

Whole Academy 
· Represent the Academy in a manner consistent with its ethos and values 
· Contribute to the whole Academy team effort to ensure that the Academy is a positive learning environment respected by students and all users 
· Maintain high professional standards throughout the Academy and contribute to whole Academy policy and practice development


Responsible to: School Business Manager 
Reviewed: November 2025















Protection of children
The post is exempt from the Rehabilitation of Offenders Act 1974. Your employment is subject to satisfactory enhanced Disclosure and Barring Service check (with barred list check where applicable) and is subject to the requirements set out in the Education (Prohibition from Teaching or Working with Children) Regulations 2003 (as amended). You are required to inform us immediately if you are the subject of a police investigation or receive any conviction or caution, or any occurrence that may disqualify you from providing childcare under the Childcare (Disqualification) Regulations 2009. Failure to immediately report such information will result in disciplinary action, up to and including dismissal.


Right to hold Personal Data
As part of your conditions of employment, you give the Employer permission to collect, retain and process information about you, such as age, sex, ethnic origin and health records. This information will be used by the Employer for a number of purposes, including but not limited to monitoring the Employer’s compliance with the law and best practice in terms of equal opportunity and non-discrimination. Should your personal circumstances change, you must notify the Employer immediately.

Requirement
This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role. 







Person Specification for Receptionist/Admin Clerk

Knowledge:	
· Word processing, spreadsheet and database packages, internet and email.
· An understanding of office procedures and practices.
· Basic understanding of information management preferable but not essential as training will be given
· An ability to use all office equipment within the context of Health and Safety Regulations.

Skills and Abilities:	
· Able to communicate effectively with other team members. Demonstrate a friendly and helpful attitude towards staff, pupils and parents and be a supportive member of a busy team.
· Able to sort, identify, classify and file in alphabetical, numerical code and subject order.
· Excellent language and communication skills
· Word processing skills. Able to compose correspondence showing good literacy skills.
· Able to communicate effectively with parents, students, staff and visitors in a courteous and welcoming way, by telephone and on an interpersonal level to obtain and give information and to resolve queries, and filter callers where appropriate.
· Able to record and present information in an neat and legible way
· Able to stay calm when dealing with a range of visitors and clients and follow agreed guidelines for such situations.
· Enjoy working with children and have the ability to communication with them in a caring and sensitive manner.
· Administer basic first aid when required. (Training will be provided)
· Able to compile basic information for data returns/simple statistics.
· Willing to undertake ongoing staff development and training, as appropriate.
· Able to prioritise own workload, meet deadlines and maintain confidentiality, remain calm under pressure and cope with interruptions to clerical tasks.
· Able to provide secretarial support when required.
· Able to work unsupervised.
· Able to adopt a flexible but organised approach to tasks and work as part of a team.
· Able to understand the need for and to maintain confidentiality, working within the guidelines of the General Data Protection Regulations. Show a commitment to equal opportunities.

Educational:	
· Good level of education

Experience:	
· Relevant experience that involves working in an office environment, undertaking such tasks as reception duties, record keeping and use of telephone.
· Work processing experience, using Windows packages.
· Experience of working in an environment with children would be an advantage.




[image: ]

image1.jpeg
+
BAGINTON FIELDS
> ACADEMY




image2.png
thrive




