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The Links Academy
Job Description

	Name:
	Date:  

	Job Title: Administrator/Receptionist

	Job Purpose:   

	Salary Grade: 
	Hours:  37

	Line managed by: 
	

	
Overall Responsibility: 

To provide front of house Reception and Administration duties within the school office.


	
Main duties of responsibility:

· Undertake Reception duties including response to telephone and personal enquiries.
· Student attendance
· Inputs purchase orders
· Sets up new students on Arbor/ Set up induction packs for new students
· Assist with pupil welfare matters, including contacting parents and staff
· Maintain manual and computerised records
· To undertake word-processing and/or copy typing.  This will include standard letters, routine documents, individual letters (as drafted by the teacher/s), and take notes of meetings
· To undertake bulk photocopying as required
· To undertake filing as required
· Dealing with school’s mail
· Exam invigilation
· To maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information
· General office duties including maintaining Reception in a neat and tidy manner
· To undertake any other duties, commensurate with the level of the post as may be required from time to time
· First aider
· Maintain medication and medical records
· To process exclusion paperwork


	
Main areas of responsibility :

· Maintain vehicle calendar
· Student Medical Board (termly)
· Lunches (monitoring students eligible for FSM).


	
General:

To take part in:

•	Professional development training.
•	School performance management process.
•	Any other reasonable duties as requested by members of SLT.




EQUALITIES
Be aware of and support differences and ensure that the academy’s equalities and diversity policies are followed.
HEALTH AND SAFETY	
Be aware of and comply with policies and procedures relating to child protection; health and safety; confidentiality; and data protection and report all concerns to an appropriate person.
CRIMINAL RECORDS BUREAU
This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.
ADDITIONAL INFORMATION
The post holder is required to contribute to and support the overall aims and ethos of the Academy.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the academy’s’ policies and practices.
The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.
Behaviour management training and an induction process will be included for all staff. All staff will be trained through the Hertfordshire ‘Steps’ programme and this is integral in the support and management of the young people on site and in schools.
The post holder is required to work across both Links Academy sites.

CONTACTS
The post holder works directly with teachers, specialist support workers, instructors, support staff and young people and has routine and regular contact with parents and carers and with external agencies.
KNOWLEDGE, EXPERIENCE AND TRAINING
•	See Person spec
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.
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