Caroline Haslett Primary School
Job Profile

Post Title:


School Receptionist
Location:


Caroline Haslett School

No of pupils on roll:

420
Responsible to:

Secretary & Business Manager
To support the smooth and efficient running of the school’s reception area and administrative functions.  Responsibility for providing a welcoming environment for visitors and parents and to promote the ethos of the school.

Principal accountabilities:
Responsibility for welcoming parents, visitors and children as first point of contact to the school, ensuring that messages are passed on, correct information is given and appointments scheduled.  Undertake reception duties; act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors etc.
Responsibility for producing the weekly school newsletter
Responsibility for sourcing, booking and timetabling breakfast and after school clubs

Responsibility for scheduling music tuition lessons and peripatetic music teachers

Responsibility for routine correspondence and standard letters, updating pupil records (Sims.net), maintaining and retrieving appropriate pupil data to assist governors and senior management team in strategic planning.  

Responsibility for supervising all reprographic activity including making sure machines work, are serviced on a regular basis, are repaired promptly and that newsletters and teaching materials are professionally produced on time.

Working alongside the Secretary to introduce perspective parents to the school, showing perspective parents around the school building and informing them, as far as possible, of school policies, procedures and uniform requirements.

Responsibility for running the school uniform shop, including ordering stock, stock control, selling and accounting.

Working alongside the Secretary for the entry of pupils into school including preparation of induction materials, arrangement of appointments for parents to see senior staff, nursery school visits, completion of forms for LA.

Responsibility for the administration of all matters relating to school transport and organisation of school outings subject to the authorisation of the Headteacher in accordance with the school educational visits and journey’s policy.

Responsibility for smooth running of visits by dental health, school nurse, school photographer etc.
Responsibility for collecting the termly social fund payments from school staff. These payments cover staffroom facilities and staff gifts.
To attend courses/training sessions in order to support individual professional development and the development of the school.

To assist in checking deliveries and notifying supplier of any discrepancies.

In addition, the postholder is to be trained to be able to carry out essential aspects of the Secretary role, in the event of the Secretary being absent for more than five days.  

This job profile is a guide to work you will initially be required to undertake.  It may be altered from time to time to meet the changing circumstances.  It does not form part of your contract of employment.

