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	Job Title:
	Receptionist/Administration Assistant

	Location: 
	St Clares School
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Job Description

Job Description 
	Job Title
	Receptionist / Administration Assistant

	Location:
	St Clares School, 4 Rough Heanor Road, Derby, DE3 9AZ

	Hours per week:
	37 Hours

	Weeks worked per year:
	Term Time Only (39 weeks)

	Reporting to:
	Operations Manager & Regional Business Lead

	Salary Scale:
	C Grade £24,790-£25,183 (Actual salary £21,416-£21,755)



Main purpose of Role
· To provide initial communication with the school for all visitors and callers; presenting a positive and professional impression to all visitors to the school
· To provide reception services
· To provide administrative services

Principal Accountabilities: 
	Key Responsibilities
	· To represent the school effectively and provide excellent customer service in relation to requests or advice for parents and carers, colleagues, outside agencies and members of the public.
· Act as front of house staff and provide a professional service to all school users and ensure security and safeguarding protocols are communicated to and understood by all visitors to the school.
· Receive all visitors to school in an appropriate manner in accordance with school procedures, deal with people sensitively and professionally and observe confidentiality at all times.
· Respond to school security system, electronic gate and main door for visitors, ensuring all visitors sign in in accordance with the school’s policies and procedures.
· Undertake general clerical/administrative duties, which include, generating letters and reports, responding to emails etc.
· Liaise with parents/carers and outside professional agencies by letter, email and verbally.
· Opening and distribution of all incoming post.
· Record all outgoing post, order/purchase stamps and balance postage spreadsheet on a monthly basis.  
· Receiving and signing for deliveries, checking orders against purchase orders and distributing to classes.
· Scanning student information and saving it electronically, ensuring all relevant parties have seen the information.
· Responsible for attendance and dinner registers.
· Responsible for e-communications with Parents/Carers using SeeSaw, emails etc.
· Contact parents to follow up pupil absence, as required, and recording of pupil absence data on schools MIS.
· Responsible for the collating dinner numbers and special diets, using school designed spreadsheets and Arbor, passing this information to the School Cook on a daily basis.
· Balancing of dinner registers against meals ordered and paid on a weekly basis.
· Monitor ParentPay meal payments, sending out debt reminders to staff, Parents/Carers as necessary.
· Administer the Breakfast Club scheme, including monitoring and ordering supplies and creating breakfast club pupil lists for classes, taking into account pupil preferences and dietary requirements.
· Support the school’s admissions and consultation process, be the main contact for prospective parents, booking visits to view school with the Head of School, compile reports for internal and external use as requested by the Head Teacher, liaise with outside professionals, for example, ICDS.
· Responsibility for administrating new pupils, gaining relevant permissions from parents/carers etc. and updating the schools MIS, relaying this information to the relevant staff.
· Entry and upkeep of information for students, both electronically and manually.
· Actively contribute to the office team, including, covering for and assisting colleagues as and when required to ensure the professional smooth running of the school’s business and administrative function.
· Attend INSET Days and other training events supporting CPD.
· Maintain confidentiality at all times and to observe data protection guidelines.
· Comply with health and safety/security/confidentiality/data protection/equal opportunities.



This Job Description is non-exhaustive and sets out the main expectations of the post holder. This Job Description can be altered with the agreement of the postholder and will be reviewed regularly. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description  

The MAT will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

Esteem Multi-Academy Trust is committed to safeguarding and promoting the welfare of all its students.    We expect all staff, volunteers and agency staff to share this commitment.  The successful candidate will be required to undertake a Disclosure and Barring Service (DBS) check.  The possession of a criminal record will not necessarily prevent an applicant from obtaining this post, as all cases are judged individually according to the nature of the role and information provided. 




Person Specification

	Criteria 
	Essential 

	Education and Knowledge 
	· A good standard of secondary education to GCSE level or equivalent.
· A good standard or literacy and numeracy.

	Experience
	· Carrying out a wide range complex administrative tasks.
· Experience of working in a school or similar environment.
· Interpreting written instructions/manuals to carry out processes and procedures without regular supervision.
· Working with a variety of IT systems including word processing, spreadsheet and database operation.
· Handling information in accordance with the Data Protection principles.
· Dealing with confidential and sensitive information.
· Handling, processing and reconciling cash, cheques, invoices or equivalent.

	Personal skills and general competencies
	· Ensure effective communication within a professional setting
· The ability to both follow and give direction
· To work on own initiative, when appropriate
· Prioritise own workload alongside the wider priorities of the school team
· Incorporate whole school ethos within working practice
· Be pro-active in own professional development
· Be flexible to meet with the differing requirements of the school
· Work as part of a team and alongside other teams within school
· To be aware of the School Improvement Plan 
· To uphold the school’s positive reputation
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