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Job Summary 
Provide receptionist and routine general clerical and administrative support to the Academy with a focus on Student health, safety, and welfare. 

Main responsibilities 
 Undertaking/covering reception/switchboard duties as necessary, being the first point of contact for pupils. 
 Maintaining diaries, arranging appointments / meetings as appropriate.
 Keeping visitors’ logs up-to-date and informing relevant staff of all scheduled appointments.
 Providing clerical support, including word processing and other IT and admin-based tasks e.g. photocopying, filing and emailing.
 Undertaking routine administration i.e. detention letters, referrals and references, inventories, reports, data entry, etc.
 Administration of First Aid after completion of relevant training provided by the Academy.
Managing first aid support to students within the academy, ordering first aid equipment and consumable to be distributed throughout the academy. 
 Sorting and distributing incoming and outgoing mail and emails.
 Collating and maintaining pupil details both manual and computerised.
 To utilise the data systems for both staff and pupils
 Assisting in the maintenance of the Academy’s website and social media accounts in liaison with the Communications Manager and Office Manager to effectively market the Academy.
 Manage the room booking system and out of hours bookings – liaising with relevant parties
 Assist in setting up parents evenings using the online system, where applicable.
 Assisting in responses to queries
 Assist with the recording of, updating of and reporting of attendance.
 Assist with any finance administration tasks where necessary.
 Informing senior management immediately any fire alarm sounds in school or if, for any other reason, evacuation of the buildings may be required.
Support with the administration of new starters (student and teacher). 
Processing data as deemed appropriate to the level of the post. 
 Ensuring confidentiality at all times.
 Any other responsibilities deemed appropriate to the level of post.
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