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Leighton Academy

JOB DESCRIPTION
 		
	JOB TITLE
	Clerical Assistant
	GRADE
	3



BASIC JOB PURPOSE   

To provide a range of administrative services in a busy school environment. 
To provide an efficient reception and telephone answering service (both internal and external). 
To maintain confidentiality and a friendly, professional manner at all times. 
To share and support the school’s responsibility to provide and monitor opportunities for personal and academic growth.

MAIN RESPONSIBILITIES

	1
	To provide a reception and telephone answering service (both internal and external) to ensure that all callers are dealt with promptly. 

	2
	Acting as initial point of contact for visitors to the school and dealing with complaints and enquiries from parents and members of the public. 

	3
	To maintain the Single Central Record and ensure that all Safeguarding procedures, relating to visitors in the school, are carried out correctly. 

	4
	Liaise with school staff regarding issues such as first aid, pupil disciplinary issues. 

	5
	Contact parents regarding any absent pupils maintain registers, alerting the pastoral team to absences that day. 

	6
	Ensuring welfare of pupils, listening to problems and offering advice, supervising sick pupils in the reception area. 

	7
	Signing pupils in and out of the building, issuing detentions, passes and lost property where appropriate. 

	8
	Securing of and issuing prescribed medication to pupils. 

	9
	Updating and accessing SEN records and pupil personal data such as telephone numbers and addresses. 

	10
	Checking and signing for deliveries to the school. 

	11
	Issuing and collecting in various school forms, money from students. 

	12
	Sending out job application packs, letters to parents and maintaining relevant records. 

	13
	Taking responsibility for registers and signing in / out books during fire drills. 



	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined as necessary by the Trust.
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