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HARLINGTON UPPER SCHOOL

JOB DESCRIPTION


	


	Job Title:
	Receptionist/School Office Administrator


	Responsible to:
	Office Manager


	Salary:
	Grade: 2B.  NJC Levels 3 – 5
£24,796 - £25,583 (pro-rated)
£20,062 – £20,699 actual salary for 35 hours per week – term time only plus 5 training days


	Hours:


	35 hours per week – term time only plus 5 training days.



Purpose of the Post:

To assist in the smooth running of the school office function.  To undertake Reception duties - being the first point of contact for visitors to the school, dealing with enquiries from visitors, parents and students.   To provide clerical and administrator support within the School Office.
	Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
All offers of employment are subject to the satisfactory completion of safer recruitment checks and references, including an enhanced DBS check.
Online checks and reference requests will be conducted in line with Keeping Children Safe in Education and prior to interview.




Main duties and responsibilities:

1. To undertake Reception duties and deal with general enquiries from visitors, parents and students.

2. To operate the school telephone system, forwarding calls as appropriate and taking messages as required.

3. To provide administration support to teaching staff and the management team, including routine typing/word processing, filing and photocopying.
4. To provide cover for other administrative posts as and when required

5. To maintain student records including changes of address.
6. To follow the school’s policies and procedures.
7. To promote the safeguarding and welfare of young people within the school, raising any concerns by following school protocol and procedures.

8. To invigilate examinations if required.

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


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

 Person Specification

Receptionist/School Office Administrator

	Essential
	Preferred

	Qualifications



	Educated to GCSE level 
(or equivalent) with English and Maths at grades A*-C (9-4)
	

	Skills and experience



	Previous experience of administration work

Good experience of IT e.g. email, Word, Excel, PowerPoint

Good communication and interpersonal skills.
Good organisational and record keeping skills

Ability to cope with conflicting demands, deadlines and interruptions and able to manage own workload

Ability to work as part of a team and use initiative when required.

Ability to maintain confidentiality at all times


	Receptionist experience

Experience of working in a school

Experience of working with 13-18 year olds

Knowledge of Bromcom software


	Personal Attributes



	Willingness to be flexible

Willingness to undertake further training as appropriate


	


