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Growing in faith: loving and learning together with Jesus

Headteacher: Mrs A Dowling, BA Ed (Hons) NPQH


St. Mary’s Catholic Primary School

St. Vincent’s Catholic Primary School


		

Reception and Admin Assistant
STCAT L4: Scale point 9 - 13 
Pro-rate £21,212 to £23,193 (FTE £27,254 to £29,064)
15 hours per week
Term time (39 wks)
	

	JOB PURPOSE 
The ideal candidate will have experience of working within a school environment. The position would suit someone who has the ability to work well under pressure whilst prioritising and working productively and efficiently. You will be expected to provide a high quality front line service to visitors or callers to the school. You will be able to deal with all situations in a sensitive and caring manner. To be considered for this position you must be able to communicate effectively and courteously with all staff across the Trust, parents, pupils and any visitors to the school.

Main Duties and Responsibilities:

Pre-School / Nursery
· Processing applications – providing support and assistance to prospective parents with their applications, along with offering guidance on obtaining funding.  Administrating the process from query stage, through to starting pre-school, 
· Creating, monitoring and maintaining weekly registers using Excel, ensuring correct staff:pupil ratios etc,
· Calculating and creating invoices using Excel and the ParentMail system.  Monitoring payments and pursuing any late payments as necessary.  Liaising with Senior Leadership Team regarding persistent non-payments,
· Processing termly funding claim forms and submitting detailed, accurate data to the local authority.  Liaising with the local authority regarding any unusual circumstances,
· Keeping consistent records and maintaining an accurate filing system, corresponding to DfE standards,
· Ensuring knowledge of constantly evolving funding rules and guidelines is kept up to date.

Breakfast Club / After School Club
· Monitoring and facilitating bookings, using the ParentMail system,
· Creating daily registers using ParentMail,
· Monitoring payments and pursuing any late payments as necessary.  Liaising with Senior Leadership Team regarding persistent non-payments,
· Reporting BC / ASC usage to the local authority.

			· Undertake general office, reception and administrative duties as required.
· Contribute to the overall ethos, work and aims of The Trust.
· Work under the direction of the Office Manager






Operational
· Establish and maintain good relationships with all students, parents/carers, colleagues, suppliers, contractors and other professionals. 
· Undertake administrative / clerical tasks including, photocopying, filing, collating reports
· Deal with correspondence promptly and as required. 
· Undertake reception duties including the signing in / out of visitors
· Courteously welcome and receive visitors/callers to the school, e.g. parents/carers, professionals from outside agencies. Deal with enquiries as required, maintaining security requirements and confidentiality including offering / preparing food and drink as required
· Direct visitors to school as appropriate 
· Escort visitors around the school as required
· Use relevant system to report medical incidents
· Use CPOMs to safeguard pupils
· Answer incoming and internal switchboard calls, dealing with requests and enquiries and taking messages as required 
· Appropriately deal with students that are feeling unwell or have been injured and those requiring to leave school for medical appointments 
· Assist with the smooth operation of school admissions e.g. giving out application forms
· Enter information into the school database systems and retrieve reports required; attend training

General
· To attend relevant meetings and training sessions
· To attend school events as required 
· To assist in escorting students on educational visits and to participate in extra-curricular activities as required
· To assist in school emergencies as required, including locating relevant staff, contacting emergency services and completing necessary documentation
· To cover for absent colleagues as directed

SAFEGUARDING
St Mary’s and St Vincent’s are committed to safe-guarding and promoting the welfare of children and young people.  We expect all staff and young people to share this commitment and to undergo appropriate checks, including enhanced DBS checks.

ADDITIONAL DUTIES
· To play a full part in the life of the Trust community including duties to support the ethos and encourage students and colleagues to follow this example;
· To actively engage in the appraisal process;
· To continue professional development as agreed.


ADDITIONAL NOTES
Whilst every effort has been made to outline the main responsibilities of the post each individual task undertaken may not be identified.
Employees are expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job profile.
This job profile is current at the date shown but in consultation with you may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.






Applications

· The closing date for applications is: 12th July 2026
· Interviews: W/C 13th July 2026 
· Start: 1st September 2026
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